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A 


Men . 
















Tues. 
















Wed. 
















Thurs • 
















. Frl . 














LS C 


Sat. 










_ ^ 




TATAf c: 
















5A 


















Tues. 












- ■ — 




Wed* 
















Thurs. 
















Frl . 














LS C 


Sat« 














TOTALS 

















30 



14 




31 



Ml BOO Number 



Table 2.3 (Contact) Utfllzatlon of Departmental Instructional Area by Rooms 



!• a. C H Weekly 

b. C D Alternating 

c. C 3 Variable 



Check Applicable Program Schedule 
2. 



a. C 3 Semester Schedule Change 
b» C 3 No Semester Schedule Change 



WEEKLY OR SCHEDULE B 



6 


7 


8 


9 


10 


Room 


Day 


Morn ! ng 


Afternoon 


Evening 


No. or 


of the 


7:00 a.m.-l2:00N 


I2:OON-6:00 p.m. 


6:00 p.m. 


-1 1 :00 p.m. 


Name 


Week 


No. of 
Hrs.Used 


No. of 
Stud. Hps. 


No. of 
Hrs. Used 


No. of 
Stud. Hrs. 


No. of 
Hrs. Used 


No. of 
Stud. Hrs. 


1 B 


Mon* 
















Tues. 
















Wed. 
















Thurs. 
















F^rl. 














LS C 


Sat. 














TOTALS 
















2 B 


Mon. 
















Tues. 
















Wed. 
















Thurs. 
















FrI . 














LS G 


Sat. 














TOTALS 
















3 B 


Mon. 
















Tues. 
















Wed. 
















Thurs. 
















Yrl. 














LS C 


Sat. 














TOTALS 
















4 a 


Mon. 
















Tues. 
















Wed. 
















Thurs* 
















l=^rt". 














L§ C 


Sat. 














O TALS 


















Mon 4 

















. ,. 




6 


7 


8- 


9 


10 


Room* 


uoy 


tnorn • ny 


Afternoon 


c Voii 1 ny 


No* .or 




7:00 a.m.-l2:00N 


l2:00N-6 


:00 p.m* 


6:00 p.jn. 


-1 1 :00 p.m. 


Name 




Lire lfc«^H 


no • \jt 

Q+tiH 14rc 
OTUU • n r=> • 


No* of 
Mrs, Used 


No* of 
Stud. Hrs. 


No. of 
Hrs. Used= 


No. of 
Stud; Hrs^ 


i B 


rnun • 














































- 
































IS c 


Sat, 




n 1 •■hi 




♦ 






TOTALS 
















2 B 


Pion • 














































— 


Thttr*cr 

1 nur9 • 












- V ■-- 




FrI, 














LS C 


Sat* 














TOTALS 
















3 B 


won • 
































ff6v • 














































LS C 


Sat. 














TOTALS 
















4 B 


















































1 n U Fzi • 
















Frl. 














LS C 


Sat. 














TOTALS 
















5 8 




■ 






























































Frl. 














LS C 


Sat. 














TOTALS 

















ERIC 



15 



t*4!(boo Number 



33 



Table 2.3 (Cont'd) Utilization of Departmental Instructional Area by Room 



Check AppI Icabie Program Schedule 



I . a. C 3 Weekly 

b. C 3 Alternating 

c. C 1 Variable 



2. 3. C 3 Semester Schedule Change 

b. C 3 No Semester Schedule Change 



II 



13 



WEEKLY OR SCHEDULE A 
14 



Room 
No. or 
Name 



Day 
of the 



Morning 
7:00 a.m.-l2:D0N 



No. of 
Hrs.Used 



No. of 
Stud. Hrs. 



Afternoon 
I2;OON-6;00 p.m. 



No. of 
Hrs. Used 



No. of 
Stud. Hrs. 



Evening 
6;00 p.m.-l I ;00 p.m. 



No. of j No. of 
Hrs. Used I Stud. Hrs. 



Mon. 



6A 



Tues . 



Wed. 



Thurs 



FrI. 



LS C 



Sat. 



TOTALS 



7A 



f>ton . 
Tues. 



W@d. 



ThurD. 



FrI. 



LS C 



Sat. 



TOTALS 



8A 



tAon . 



Tues. 



LS C 



TOTALS 



TOTAL 



Wed. 



Thuri; 



FrI. 



Sat. 



Mon 
T{jes._^ 
Wed. , 
Thurs 
FrI . ^ 



WEEKLY OR SCHEDULE ~ 



tl 


12 


13 


14 


15 


Roam 


Day 


Morntng 


Afternoon 


Evening 




of the 


7:00 a.m.-l2:00N 


l2:00N-6:00 p.m. 


6:00 p.m.-l 1 :00 p.m. 






No. of 


No. of 


No. of 


Ho. of 


No. of 


No. of 


Ndfna 


Week 


Hrs.Used 


Stud. Mrs. 


Hrs. Used 


Stud. Hrs. 


Hrs. Used 


Stud* Hrs*- 




Mon» 














t'A 


Tuas* 
















Wed* 
















Thurs. 
















FrI* 














LS C 


Sat. 














TOTALS 












^ - • 


— ' — ' 




Men. 




* 










7A 














1 




Wad. 

















Thur^. 




' ' ' 






- / - ■ 








FrI. 




. . ....... , , ... 






. . . 




LS G 


Sat* 












1 


TOTALS 


















Mbn. 














8A 


Tues* 
















Wed . 
































FrI. 














LS C 


j Sat., 




* 


























9A 


Mon 










\ 


Tues* 














Wed. 




— - 










Thurs* 
















FrI. 














lS C 


Sat. 














TOTAlS 
















- 


^bn. 
















Tut!B • 
















Wed. " 
































Fri; 
















Sat. 














TOTALS 

















34 



16 



35 



MIsoe Number 



Table 2.3 (Cont'd) UtI Illation of Oopar-frnental Injitructlonal Area by Room 



Check Applicable Program Schedule 



a. t D Weekly 

b. C > Alternating 

c. C 3 Variable 



2. a. L 1 Semester Schedule Change 

b. C 3 No Semester Schedule Change 



-WEEKCr-OR^SCMEOOtr-B- 



19 



16 



I? 



IB 



20 



Rocm 
No. or 
Name 



6B 



Day 
of the 
Week 



No. of 
^rs.Used 



Mon. 



Tues. 



.Wed. 



1 Thurs. 



LS G 



7B 



Fri. 



5at. 



Morning 
7:00 a.m.-l2:00N 



Mon. 



Wed. 



LS C 



TOTALS 



. 0B 



Thurs. 



FrI. 



Sat. 



LS G 



TOTALS 



9B 



O TALS 

ERIC: 

1 



;oB 



Mom. 



Wad. 



Thurs* 



Ffl. 



Sat. 



Mon* 



Wed- 



Thurs 



Mon* 



No. of 
Stud. Hrs. 



Afternoon 
2;00N-6;00 p.m 



No. of 
Hrs. Used 



No. of 
Stud. Hrs. 



Even Ing 
6;00 p.fn«*-l I ;00 p.m. 



No. of 
Hrs. Used 



No. of 
Stud. Hrs. 



____ 



WEEKLY OR SCHEDULE B 



ID 

Room 
No. or 


Day 
of the 
WyeK 


Morning 
7:00 a.m*-l2:00M 


Afternoon 
!2:O0N-6:00 P.m. ^ 


Ever 
6:00 p.m.- 


ling 

-1 1 :00 p.m. 


.Ho. of 
irs.Used 


_Nfp. Of 
Stud. Hrs. 


No. OT 

Hrs. Used 


NO . OT 
bTUO. nrs. 


No. of 
Hrs. Used 


No. of 
Stud. HfsT 


6B 


Mori. 














Tues. 














Wed; 














Thurs. 














Fri. 










> 




LS C 


Sat. 














TOTALS 
















7B 


Mon. 














TUe;S. 
















Thurs. 














Fri. 




.-M— ^ 










LS C 


Sat. 














TOTALS 


: 















ae 


Man . 














Tues. 














Wed. 














Thurs. 














Fri . 














LS G 


Sat. 














TOTALS 








ft 




It. , ^ ■ 




98 


Mon. 














TUuS. 


^^^^ 












Wed. 














Thurs. 














Fri . 














LS C 


Sat. 














TOTALS 
















lOB 


Moru 




































































LS C. 


Sat. 














TaTAlS 

















17 



ERIC 



j 

'I 

■ I 

Mtsoe Number T 

, 37 . 

Table 2.3 (Con+'d) U+in2a+lori of Departmental Instructional Area by Room 



Check Applicable Program Schedule 



a. C 3 Weekly' 2. a. C 3 Semester Schedule Change 

b. C 3 Alternating b. C II No Semester Schedule Change 

c. C 3 Variable 

















Wtt^LT UK i^UhtUULt. A 






21 






23 


24 * 


25 






Room 


Day 


Morn I ng 


Afternoon 


Evening 






No*, or 


of the 


7:00 a.m.-|2:00N 


l2:00N-6:00 p.m. 


i^zOO o.fn. 


-1 1 :00 p.tti. 






Name 


Week 


No. of 
Hrs. Used 


No. of 
Stud. Hrs. 


No. of 
Hrs. Used 


No. of 
Stud. Hrs. 


No. of 
Hrs. Used 


No. of 
Stud* Hrs* 








Mon. 
















1 1 A 

1 1 n 


















Wed. 




































FrK 
















LS C 


















TOTALS 




















Mon • 










o 








I2A 


Tues . 




















Wed. 
































■ 




Frf. 
















LS C 


Scit. 
















TOTALS 




































I3A 


' Tugs* 
















Wed. 




































FrI. 
















LS.C 


















TOTALS 






-1 ■ ' ' 














! ten . 
















t4A 




















Wed. 




































FrI. 
















LS C 


Sat. 
















TOTALS 




















, Hon. 
















IM 


■ -Tut>^.... ...^ 

























.............. ^ 


Room 


Day 


Morn 1 no 




Evening 


No* or 


of +he 


7:00 a*m.-l2:O0N* 


l2:00N-6:00 p.m.* 


6:00 p.m. 


-1 1 :00 p.m. 


Name 


Week 


No. of 
Hrs*Used 


No. of 
Stud 4 Hrs. 


No. of 
Hrs. Used 


No. of 
Stud* Hrs* 


No* of 
Mrs. Usf^d 


No. of 
Stud. Hrs. 




^!on. 












IIA 


Tues. 












Wed. 














Thurs. 














Frf . 












LS C 


Sat* 












TOTALS 
















Mon. 












I2A 


Tues. 














Wed* 














Thurs* 














Fri. 












Lii C 














TOTALS 


















■ 










I3A 


Tues ♦ 














Wed* 














Ttiurs* 














Fri . 














Sat* 












TOTALS 






• 










Mori . 


• ' — ^ — 










I4A 
















' Wed* 














! Thuf'S* 














. Frl\ 












LS C , 


, Sat. 












TOTAIS 
















Cton . 












ISA 


TueS . 














Vfed. 














Thurs. 












1 


Fr; . 


■ 












' LS C 


Set 












I 

h.tomis 






















38 









18 




3B 



Ml sou u^uniber 



Table 2.3 iCom-^) Uti illation of DeparTrrieirrdl Instructional Area by Room 



Check Applicable Program Schedule 



ti» C J Alternating 
C U Variable 



a. C 3 Semester Schedule Change 
C 3 No Semester Schedule Change 




Room 
No. or 

Name 


Day 

of the 

Week 


Morning 
7:00 a.m.-l2:00N 


Afternoon 
I2:0ON-6j0O u.m. 


Evening 
6:00 p.m.-l 1 :00 duin» 


V\\J* OT 
nrS • US6Q 


PiO • ot 
,oTuci. Mrs. 


NO. OT 

Hrs. USBCt 


No. of 
stud. Hrs. 


No. of 
Hrs. Used 


No. of 
Stud. Hrs. 


MB 
















Tues. 






























Tfiurs. 
















* f^rl . 














LS G " 


Sat. 














TOTALS 








y 

// 








r 


Morv . 


















-^^1.. ^ 










Wed. 














Thurs. 




1*1 1 










1 Frf . 










■ ■ ■ ' ^ ^' 

/. .. 




LS C 


Sat. 














T:DJAL^ 
















I3B 


Men* 








— ^ ■ — : 






1 Tubs. 














1 .Wed* 






j 







- J ■ 


Thurs. 














Fri. 






4-^ 








Sat* 


' - - 




























Von. 










1 ... =a 


-figgt.. 








i/ m. -- ■„ ^ 






Wed. 














Thurs • 














Frf. 








ft. 






LS C 1 


Sat. 












1 iiiiiiM laiiBi — 


















ISB 






\ 










■> 


Tues. 




J, 












Wad. 




' vv 












Thurs. 
















Fr{. 














LS G 


S^t. 














TOTALS 

















4ii 

19. 



ERIC 



Ml SCO Number 



41 



T3bl*=^ 2.3 U+flizf^tfon of Departmental Instructional Area By Room 



Check Applicable Program Schedule 



I . a. t 1 Weekly 

b. CI Alternating 

c. C 1 Variable 



2. a. t 3 Semester Schedule Change 
b. r JNo Semester Schedule Change 



31 



52 



33 



WEEKLY OR SCHEDULE A 
34 



35 



. Room 
No. or 
Name 



Day 
of the 
Week 



Morn ing * 
7:00 a.m.-l2:00N 



No. of 
Hrs.Used 



No. of 
Stud. Hrs. 



Afternoon 
l2:00N-6:00 p.m. 



No. of 
Hrs. Used 



No. of 
Stud. Hrs. 



Evening 
6;00 P.M.-I ItOO.p.m 



No. Of 
Hrs. Used 



No. cT 
Stud. Hrs 



I6A 



LS C 



TOTALS 



Mon, 



Tuea. 



Wed. 



Thurs. 



Frl. 



Sat. 



I7A 



Mon . 



Tues. 



Wed. 



Thurs. 



Frf . 



LS C 



Sat. 



TOTALS 



ISA 



Mon . 



Tues. 



Wed. 



Thurs. 



LS C 



TOTALS 



Fri . 



I9A 



L S C 
TOTALS 



20A 



Mon . 
Tue j . 
Wed. 

Thurs, 
Fri . 
Sat. 



Mon. 

Tufes. 

Wed. 



* 


Room 


Day 1 


Morning 


Afternoon 


Evening 




No .or 


of the 


7:00 a,m.-l2:00N 


l2t00N-6:0a P^m, 


6:00 P>M. 


-1 1 :OO.p.fii 








No. of 


No. of 


No. of 


No. of 


No . of 


No. 




Mame 


Week 


Hrs.Used 


Stud. Hrs. 


(irs. Used 


Stud. Hrs. 


Hrs. Used 


Stud. Hrs 




I6A 


Mon» 






w 












Tues . 


















Wed. 












* 






Thurs. 


















Frt , 
















LS C 


Sat. 
















TOTALS 


















I7A 


Mon . 


















Tues. 


















Wed. 


















Ttiurs. 


















Frl. 
















LS C 


Sat. 
















TOTALS 


1 ' — — — 












■ - - 




!8A 


I ' 

Mon . 


















Tues- 


















; Wed . 


















Thurs. 


















Frl. 
















LS C 


t Sat* 
















— " — ~ — • — 1 
TOTALS 


\ ' 
















igA 


Mon • 


















Tues, 


















Wed. 


















Thurs* 


















Fri . 
















LS C 


Sat. 
















TOTALS 


1 ^ 














: 


20A 


Mon* 


















Tues. 


















Wed. 


















Thurs. 
















.,1 Trl ... 








, ' — ^"if ' ' 








I L& C 


i Sat. 
















TOTALS 
























42. 






> 






20 




ERLC 




* 







Table 2.5 cConr d) Ut'.ilzaUon of Departmenial Instructional Area by Room 



Check AppltcabI a Program Schedule 



a. C !3 Weekly 

b. C 3 Alternating 

c. C 11 Variable 



2. a. C D Semester Schedule Change . 
b. C 3 No Semester Schedule Change 



•S7 



38 



WEEKLY OR SCHEDULE B 
39 



40 



Room 



No* or 



Name 



168 



LS C 



Day 
of the 



Week 



Mon- 



Tues. 



Wed. 



Thurs, 



Frl . 



Sat. 



Morn I ng 
7:00 a.m.-l2i00N 



No. of 
Hrs.Used 



No. of 
Stud. Hrs 



Afternoon 



I2;OON-6;00 p.m. 



No. of 
Hrs., Used 



No. of 
Stud. Hrs. 



Evening 
6:00 p.m.-i I ;0U p.m. 



No. of 
Hrs. Used 



Nd. of 
Stud. Hrs. 



TOTALS 



1 78 



Mon . 



TTc" 



Tues. 



Wed. 



Thurs 



Frf . 



Sat. 



188 



Mon . 



Tues. 



Wed. 



Thurs. 



Frl 



LS G 



Sat. 




Tues. 



Wed. 



Thurs. 



Frl . 



ERIC 



206 



Mon. 



Tues. 



„,J6 ■ 
Room 

No .or 

Name 


Day 

of the 


Morn 1 ng 
7:00 a.m.-l2:00N 


Afternoon 
l2:00N-6:00 p.m. 


Ever 

D.UU p.m.* 


»1ng 


Week 


No. OT 

rlrs*Used 


IHO. OT 

Stud. Hrs 


Hrs, Used 


No. of 
Stud. Hrs. 


No. of 

Mrf:; l)<spd 


No. of 
Stud. Hrs. 


I6B 


































Wed. 
Thurs, 












— 




Fr! . 














LS C 
TOTALS 


Sat. 














I7B 


Mon • 
Tues. 
We d . / 


r ^ 


- 










LS C 
TOTALS 


T^ursj 
Frl. ^ 
Sat. 














t8B 


Mon . 

Tues^ 

Wed. 














LS C 
T«3TALS 


Thurs. 

Frl. 

Sat. 














198 


Mon. 

Tues. 

Wed. 














LS C 
TOTALS 


thurs. 
Fri - 
Sat. 


■ 










^ - 


20B 


Mon. 

Tues. 

Wed. 














LS C 
TOTALS 


Thurs. 

Frl. 

Sat. 















4 «i 



0 



REPORTING TERMINAL PERFORMANCE OBJECTIVES (TERMOBS) 



45 



46 

TABLE t-1 INSTRUCTIONAL DIVISION AND UNIT OUTLINE 
DISTRIBUTIVE EDUCATION 



DOES THIS OUTLINE CONTAIN ALL OF THE INSTRUCTIONAL CONTENT OP YOUR PRO- 
GRAM: YES • NO 



CODE 



DIVlSiOW 



01 



PRE-EMPLOYMENT 
ORIENTATION 



CODE 



UNIT 



01 JOB HUNTING 

02 RESUME, PROFILE SHEET, INTERVIEW 

FORMS, REFERENCES 

03 PERSONAL GROOMING AND SOCIAL 

SKILLS INTERVIEWING 



02 



BEGINNING WORKING 



01 RULES AND REGULATIONS OF EM- 

PLOYER 

02 JOB DUTIES ANALYSIS 

03 FAMILIARIZATION WITH COMPANY 

04 BUSINESS ETHICS 

05 MEETING THE PUBLIC 



03 



INTRODUCTION TO 
RETAILING 



01 TYPES OF RETAIL OUTLETS 

02 HISTORY AND EVOLUTION 

03 CHAIN OP DISTRIBUTION 

04 ORGANIZATIONAL STRUCTURES OF 

RETAIL OUTLETS 



04 



RETAIL SALESMANSHIP 



01 RETAIL SALESPERSON'S ROLE 

02 SALES STEPS AND PROCEDURES 

03 CUSTOMER RELATIONS 

04 TELEPHONE SALES 

05 SUGGESTION SELLING 
0€ SALES PSYCHOLOGY 



05 



MECHANICS OF 
SALESMANSHXP 



01 OPERATING A CASH REGIETEP- 

02 FILLING OUT CASH SLIPS, RE- 

CEIPTS, RETURN SLIPS, ETC. 

03 HANDLING MONEY, MAKING CHANGE 

04 WRITING CHECKS 

05 BANKING AND POSTING PROCEDURES 

06 WRAPPING PACKAGES, LAYAWAYS, 

ETC. 



06 



BUSINESS MATH 



07 



PROGUCT KNOWLEDGE 



ERIC 



01 
02 
03 
04 
05 



01 
02 
03 
04 
05 



DISCOUNTS 

"SUPERMARKET MATH" 

MAKING CHANGE 

TALLYING 

CHECK PROCEDURE 



SOURCES s 

RELATION TO SALESMANSHIP 
MERCHANDISE MANUAL 
ECONOMIC GEOGRAPHY 
WARRANTIES AND GUARANTEES 



02 JOB DUTIES ANALYSIS 

03 FAMILIARIZATION WITH COMPANY 

04 BUSINESS ETHICS 

05 MEETING THE PUBLIC 



03 



INTRODUCTION TO 
RETAILING 



01 TYPES OP RETAIL OUTLETS 

02 HISTORY AND EVOLUTION 

03 CHAIN OF DISTRIBUTION 

04 ORGANIZATIONAL STRUCTURES OP 

RETAIL OUTLETS 



04 



RETAIL SALESMANSHIP 



01 
02 
03 
04 
05 
06 



RE^^AIL SALESPERSON'S ROLE 
SALES STEPS AND PROCEDURES 
CUSTOMER RELATIONS 
TELEPHONE SALES 
SUGGESTION SELLING 
SALES PSYCHOLOGY 



05 



MECHANICS OP 
SALESMANSHIP 



01 
02 

03 
04 
05 
06 



OPERATING A CASH REGISTEE 
FILLING OUT CASH SLIPS, RE- 
CEIPTS, RETURN SLIPS, ETC. 
HANDLING MONEV, MAKING CHANGE 
WRITING CjpECKe 

BANKING AND POSTING PROCEDURES 
WRAPPING PACKAGES, LAYAWAYS* 
ETC. 



06 



BUSINESS MATH 



01 DISCOUNTS 

02 "SUPERMARKET MATH" 

03 MAKING CHANGE 

04 TALLYING 

05 CHECK PROCEDURE 



07 



PRODUCT KNOWLEDGE 



01 SOURCES 

02 RELATION TO SALESMANSHIP 

03 MERCHANDISE MANUAL 

04 ECONOMIC GEOGRAPHY 

05 WARRANTIES AND GUARANTEES 



08 



BUYING 



01 
02 
03 
04 
05 
06 



T-2 



CHAIN OF DISTRIBUTION 
RELATION TO SALESMANSHIP 
MERCHANDISE MANUAL 
TIMING 

SUPPLY AND DEMAND 
FASHIONS, PADS, AND STYLES 



7/74 



47 



TABLE T-1 (CONT'D) - INSTl^UCTIONAL DIVISION AND UNIT OUTLINE 

DISTRIBUTIVE EDUCATION 



CODE 



DIVISION 



CODE 



UNIT 



09 



THANSPORTATlON OF 
GOODS 



10 



01 
02 
03 

04 

05 



RECEIVING AND MARKET- 
ING MERCHANDISE 01 

02 
03 
04 
05 
06 



11 



INVENTORIES 



12 



CUSTOMER SERVICES 



13 



ADVERTISING 



14 



DISPLAY AND FIXTURES 



15 



ERIC 



tOCATlON AND LAYOUT 



BUSINESS LAW 



01 
02 
03 
04 
05 



01 
02 
03 
04 
05 



01 

02 
03 
04 
05 
06 



01 
02 
03 
04 

D 



01 
02 
03 



01 



TYPES OF TRANSPORTATION 
RATES 

INTERSTATE AND INTRASTATE 

REGULATIONS 
LIABILITY OF GOODS IN TRANSIT 
SHIPPING TERMS AND CONDITIONS 



COST ANALYSIS 
PROFITS (GROSS & NET) 
MARK-UPS & MARK-DOWNS 
OVERHEAD AND EXPENSES 
COMPETITIVE PRICES 
LOSS LEADERS 



CARE OF STOCK 
TYPE AND OVERAGES 
SHORTAGES AND OVERAGES 
LEGAL REQUIREMENTS 
INVENTORY FORMS 



SHIPPING AND DELIVERY 
CREDIT 

TRADING STAMPS 
PARKING FACILITIES 
MAIL ORDER SERVICE 



IMPORTANCE TO RETAILER AND 

ECONOMY 
CHOOSING MEDIA 
BUDGETING FOR ADVERTISING 
TYING-IN WITH SALES 
MECHANICS OF ADVERTISING 
LEGISLATION OF ADVERTISING 



TYPES OF DISPLAYS AND FIXTURES 
FUNCTION TO THE RETAILER 
ELEMENTS OF A GOOD DISPLAY 
IMPORTANCE OF COLOR, LINE, 
DESIGN AND BALANCE 



TYPE OF STORE AND MARKET AREA 
COMPETITION FACTORS 
OTHER INFLUENCING FACTORS 



CONCERNING EMPLOYEES 



ING MERCHANDISE 



01 COST ANALYSIS 

02 PROFITS (GROSS & NET) 

03 MARK-UPS fc MARK-DOWNS 

04 OVERHEAD AND EXPENSES 

05 COMPETITIVE PRICES 

06 LOSS LEADERS 



il 



INVENTORIES 



01 ' CARE OP STOCK 

02 TXPE AND OVERAGES 

03 SHORTAGES AND OVERAGES 

04 LEGAL REQUIREMENTS 

05 INVENTORY FORMS 



12 



CUSTOMER SERVICES 



01 SHIPPING AND DELIVERY 

I 02 CREDIT 

03 TRADING STAMPS 

04 PARKING FACILITIES 

05 MAIL ORDER SERVICE 



13 



ADVERTISING 



01 IMPORTANCE TO RETAILER AND 

ECONOMY 

02 CHOOSING MEDIA 

03 BUDGETING FOR ADVERTISING 

04 TYING- IN WITH SALES 

05 MECHANICS OF ADVERTISING 

06 LEGISLATION OF ADVERTISING 



14 



DI&PLAY AND FIXTURES 



01 TYPES OF DISPLAYS AND FIXTURES 

02 FUNCTION TO THE RETAILER 

03 ELEMENTS OF A GOOD DISPLAY 

04 IMPORTANCE OF COLOR, LINE, 

DESIGN AND BALANCE 



15 



LOCATION AND LAYOUT 



16 



BUSINESS LAW 



01 
02 

03 



01 
02 
03 
04 
05 
06 



TYPE OF STORE AND MARKET AREA 
COMPETITION FACTORS 
OTHER INFLUENCING FACTORS 



CONCERNING EMPLOYEES 
OPERATION OF BUSINESSES 
BUYING AND SELLING 
INSURANCE 

BANKRUPTCY AND RECEIVERSHIP 
PROPRIETORSHIP, PARO^IERSHIP 
AND CORPORATIONS 



7/74 



T*3 



ERIC 
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TABLE T~l (CONT'D) - INSTRUCTIONAL DIVISION AND UNIT OUTLINE 

DISTRIBUTIVE EDUCATION 



CODE 



DIVISION 



CODE 



UNIT 



17 



18 



19 



20 



21 



BUSINESS ENOLISH 



BUSINESS MACHINES 



PERSONAL FINANCE 



SOCIAL SKILLS 



PUTUEE PLANS 



01 
02 
03 

04 

05 



01 
02 



01 
02 
03 
04 
05 



ai 

02 



01 
02 
03 
04 



BUSINESS LETTERS 
BUSINESS REPORTS 
COMPREHENSION OF GENERAL TER- 
MINOLOGY 
CONDUCTING MEETINGS 
WRITING PROMOTION RELEASES 



KNOWLEDGE Ot" USE AND FUNCTION 

FOR RETAIL OUTLET 
LIST OP MACHINES 



BUDGETING 

CREDIT BUYING AND PERSONAL LOAN& 
REAL ESTATE KNOWLEDGE 
SALARY SCHEDULES 
INVESTMENTS 



PERSONALITY DEVELOPMENT 
ATTITUDES 



BUSINESS RETAILING 
UNIVERSITY TRAINING 
BUSINESS COLLEGE 
STARTING YOUR OWN BUSINESS 



TABLE T-2 - TERMOB DIVISION AND UNIT OUTLINE 



DISTRIBUTIVE EDUCATION 



DOES THIS OUTLINE CONTAIN ALL TOPICS IN WHICH GRADUATES ACQUIRE JOB 
ENTRY SKILLS : YES 1 NO 



CODE 



DIVISION 



01 



PRE-EMPLOYMENT 



CODE 



UNIT 



01 
02 
03 



JOB APPLICATION 

RESUME 

INTERVIEW 



02 



BUYING 



01 
02 
03 
04 



INVENTORY 
NEEDS 

BUSINESS FORMS 
REPORTS 



03 



SELLING 



01 
02 
03 
04 
05 
06 



MECHANICS OF SALES 
RETAIL STORE 
DEPARTMENT STORE 
NON-STORE 
NEW BUSINESS 
HOUSEKEEPING 



04 



ADVERTISING 



01 
02 



DISPLAYS 
MASS MEDIA 



ERIC 
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mmmum 



TERMINAL PERFORMANCE OBJECTIVES CTERMOBS) 

and 

REPORTING FORMS 



MISOE NO. 



PROGRAM DISTRIBUTIVE 
EDUCATION 



DIVISION 01 PTtF-KMPT.fiYMRNT 
UNIT 01 .TOR APPLICATION 

TERMOB NO. 



1-QOl 



1.00 CONDITION 



) 1.01 

) 1.02 

) 1.03 

) 1.04 

) 1.05 

) 1.06 

) 1.07 



TYPEWRITER 

CORRECTION MATERIALS 

CLASSIFIED ADVERTISING SECTION OP NEWSPAPER 
TELEPHONE 

TELEPHONE DIRECTORY 

PENCIL 

PAPER 



2.00 PERFORMANCE 

■ i 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
—) 2701 APPLY FOR A JOB EMPLOYING THE FOLLOWING OPERATIONS : 



2.02 CHECK EMPLOYMENT OPPORTUNITIES IN NEWSPAPER 

2.03 CHECK EMPLOYMENT OPPORTUNITIES FROM STATE EMPLOYMENT 
OFFICE 

2.04 CHECK EMPLOYMENT OPPORTUNITIES PROM PRIVATE EMPLOY- 
MENT AGENCY 

2.05 CHECK EMPLOYMENT OPPORTUNITIES FROM SCHOOL PLACEMENT 
SERVICE 

2.06 OBTAIN DETAILS BY TELEPHONE 

2.07 PREPARE LETTER OP APPLICATION 



3.00 EXTENT 



ERIC 



GENERAL STATEMENT OP EXTENT AND EXTENT OF RESULTING OUTCOME 

Tl 3.01 JOB APPLICATION ACCOMPLISHED TO APPROVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLETED WITHIN 2 HOURS WITH 
EACH OPERATION JUDGED hS SATISFACTORY OR UNSATIS- 
FACTORY . 



3.0^ ALL OPPORTUNITIES NOTED, SKILLS CORRELATE WITH / 
OPPORTUNITIES \ / 

3.03 ALL OPPORTUNITIES NOTED r SKILLS CORRJSLATE WITH / 
OPPORTUNITIES 

3.04 ALL OPPORTUNITIES NOTED, SKILLS CORRELATE-'S«OT 
OPPORTUNITIES ^^^--^^-.-.^ 

3.05 ALL OPPORTUNITIES NOTED, SKILLS CORRELATE WITH 
OPPORTUNITIES 

1t^4--.DATA PERTAINING TO SALARY, HOURS, BENEFITS, ETC. 
OBTAIJ^ED 

3.0/ NEATLY, aCCEPTED FORM, LETTER CONVEYS INTELLIGENCE 
AND iN'ipEREST^^ 



MISOE NO. 



DISTRIBUTIVE 
PROGRAM Kntlt^ATION 



OSOE CODE miS)' 



DXVISION 01 PRE-EMPLOYMEMT 
UNIT 01 JOB APPLICATION 

TfiRMOB NO. 1-001 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



54 



ERIC 



MISDB NO. 



paOGRAM r)ISTRIBUTIVE 



EDUCATION 



V 



DIVISION 01 PRE-EMPLOYMENT 
UNIT 02 RESUME 

TERMOB NO. 1-002 



1.00 CONDITION 



( ) 
( ) 
( ) 
( ) 



1.01 
1.02 
1.03 
1.04 



TYPEWRITER 
CORRECTION MATERIALS 
PENCIL , 
PAPER 



2-.^M» P-ERF-ORMANCE^ 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
-pj 2TOI PREPARE A PERSONAL RESUME EMPLOYING THE FOLLOWING 
OPERATIONS J 



Tl 2702 ASSEMBLE PERTINENT INFORMATION 
( ) 2.03 OUTLINE RESUME 
( ) 2.04 TYPE RESUME 



* 3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
"fl sTOl RESUME IS PREPARED TO APPROVAL OF BOARD OF EXPERT 
RATERS. TO BE COMPLETED WITHIN 2 HOURS WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



~C1 3.02| ASSEMBLED IN NOTE FORM, INCLUDING EDUCATIONAL, 

EMPLOYMENT , " AND SPECIAL DATA 
( ) 3.03 ASSEMBLED DATA WRITTEN LONGHAND IN ACCEPTED FORM 
( ) 3.04 NEATLY, WITH 100 PERCENT ACCURACY , 
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MISOE NO. 




DISTRIBUTIVE 








PROGRAM EDUCATION 




DIVISION m PRE-EMPLOYMENT 






; , USOE CODE NO(S) 




UNIT 0 9 RESUME 






TERMOB NO. 1-002 


1.00 CONDITION 




■ 










• 


2.00 PERFORMANCE 




1 




GENERAL STATEMENT 


OF 


PERFORMANCE AND RESULTING OUTCOME 




SLOO EXTENT 








GENERAL STATEMENT 


OF 


EXTENT AND EXTENT OF RESULTING OUTCOME 




























ERIC 









....... r >.^^:...-..^^,.u....^..v... 



MISOE NO. 



PROGRAM DISTRIBUTIVE 



EDUCATION 



DIVISION 01 PRE-EMPLOYMENT 
UNIT 03 INTERVIEW 

^^ERMOB NO. 1-003 



X.OO CONDITION 



( ) 1.01 INTERVIEWER 

{ ) 1.02 APPLICATION FORMS 

( ) 1.03 PENCIL 



2 . 00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 — INTERVIEW FOR A JOB EMPLOYING THE FOLLOWING 
OPERATIONS : 



2.02 BE APPROPRIATELY ^ROOMED 

2.03 FILL OUT APPLICATION FORMS 

2.04 ANSWER INTERVIEWER'S QUESTIONS 

2.05 ASK INTERVIEWER QUESTIONS 

2.06 VOLUNTEER INFORMATION NOT REQUESTED 



3.00 EXTENT 



GNEERAL ST ATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

-r~) 3~01 — INTERVIEW COMPLETED TO APPROVAL OF BOARD OF EXPERT 

RATERS. TO BE COMPLETED WITHIN 1/2 HOUR WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



3.02 DRESSED NEATLY 

3.03 LEGIBLY, ALL BLANKS FILLED 

3.04 TO THE POINT 

3.05 POLITELY 

3.06 POLITELY 



5M 
r 




DISTRIBUTIVE 
PROGRAM EDUCATION 



USOE CODE NO(S) 



1,00 CONDITION 



MISOE NO. 



DIVISION 01 PRE-EMPLOYMENT 
UNIT 03 INTERVIEW^" 



TBRMOB NO. 1-003 



2 . 00 PERFORMANCE 

GENEB^=ST^ 



[CE-AND=i^SUi;TIiI6=WECQME= 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



mmim 



MISOE NO. 



PROGRAM DISTRIBUTIVE 



EDUCATION 



DIVISION 02 BUYING 
UNIT 01 inventory" 

TERMOB NO. 1-004 



1.00 CONDITION 



1.01 
1.02 
1.03 
1.04 
1.05 
1.06 



Sl'OCK 

INVOICE OR BILL OF LADING 

ANTI-THEPT TAG 

PEN 

TAG ATTACHING TOOL 
RECEIVING LOG 



2.00 PERFORMANCE 



GENE RAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

Tl 2T0T RECEIVE MERCHANDISE EMPLOYING THE FOLLOWING 

OPERATIONS: . . 



Tr02 CHECK QUANTITY 

2.0a CHECK QUALITY 

2.04 SIGN INVOICE OR BILL OF LADING 

2.05 SORT MERCHANDISE 

2.06 ATTACH ANTI-THEFT TAGS 

2.07 RECORD IN RECEIVING LOG 



3.00 EXTENT 



GENERAL ST ATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

J-J S:ol MERCHANDISE RECEIVED AND PROCESSED TO APPROVAL OF 

BOARD OP EXPERT RATERS. TO BE COMPLETED WITHIN 2 
HOURS WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY. . 



3.02 AMOUNT OF MERCHANDISE EQUALS INVENTORY 

3.03 DAMAGED MERCHANDISE REMOVED FOR RETURN 

3.04 UNACCEPTABLE MERCHANDISE NOTED 

3.05 BY SIZE, STYLE OR STOCK NUMBER 

3.06 SECURELY 

3.07 WITH iO«^»EReENT ACCURACY- 



ERIC 
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DISTRIBUTIVE 
PROGRAM J£DUCATION 




MISOE NO. 

* 

DIVISION 02 BUYING 




USCE CODE NO(S) 




UNIT 01 INVENTORY 




TERMOB NO. 1-004 






1.00 CONDITION 






2*00 PERFORMANCE 






GENERAL STATEMENT 


OP 


PERFORMANCE AND RESULTING OUTCOME 


3.00 EXTENT 






GENERAL STATEMENT 


OF 


EXTENT AND EXTENT Or xvbbUltlxrii? UUlCUWr* 


* 






> 
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ER?C 







MISOE NO. 



PROGRAM nTfiTPTBHTTVE 



1.00 CONDITION 



( ) 
( ) 
( ) 
( ) 
( ) 



1.01 
1.02 
1.03 
1.04 
1.05 



DIVISION 02 ^TTVTtctf; 
UNIT 01 XNVF.NTnRY] 

TERMOB NO. 



) 



LABELS OR TICKETS 

MERCHANDISE 

PEN 

VERBAL OR WRITTEN DIRECTIONS 
MARKING MACHINE 



2.00 PERFORMANCE 



GEN ERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

J-) fToI MARK MERCHANDISE EMPLOYING THE FOLLOWING OPERAT IONS i 



Tl O2 FILL OUT LABEL OR. TICKET 
< ) 2.03 ATTACH LABEL OR TICKET TO MERCHANDISE 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOM E 

•(-J 3.OI MERCHANDISE IS MARKED TO APPROVAL OF BOARD OF EXPERT^ 

RATERS. TO BE COMPLETED WITHIN 30 MINUTES WITH EAQfl 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



7~) O2 NEATLY, ALL INFORMATION COMPLETE AND CORRECT 
{ ) 3.03 SECURELY 



ERIC 



iiiMtffiiiiiiiiiiiii 



MISOE N0._ 

DISTRIBUTIVE 

PROGRAM EDUCATION DIVISION o2 B^Y^^G 

USOE CODE NO(S) UNIT qI INVENTOR? 

' TBRMOB NO. 1-005 ~ 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 




ERIC 



MISOE NO, 



PROGRAM DISTRIBUTIVE 



EDUCATION 



DIVISION 02 BUYING 
UNIT 01 inventory" 

TERMOB NO. 1-006 ~" 



1.00 CONDITION 



( ) 
( ) 
( ) 
( ) 
( ) 



1.01 
1.02 
1.03 
1.04 
1.05 



MERCHANDISE 
LABELS OR TICKETS 
PEN 

MARKING MACHINE 

VERBAL OR WRITTEN biRECTIONS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE ANS RESULTING OUTCOME 
( ) 2.01 MARK UP MERCHANDISE EMPLOYING THE FOLLOWING 
OPERATIONS : 



( ) 2.02 FILL OUT NEW LABEL OR TICKET 
( ) 2.03 REMOVE OLD LABEL OR TICKET 
( ) 2.04 ATTACH NEW TICKET 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 MERCHANDISE IS MARKED UP TO APPROVAL OF BOARD OF 
EXPERT RATERS. TO BE COMPLETED WITHIN 30 MINUTES 
WITH EACH OPERATION JUDGED AS . SATISFACTORY OR 
UNSATISFACTORY. 

( ) 3.0^ NEATLY, ALL IN]?0RMATi6n COMPLETIVE AND CORRECT 
( ) 3.03 WITHOUT DAMAGING MERCHANDISE ^ 
( ) 3.04 SECUPJILY 



ERIC 



MiSOE NO. 



DISTRIBUTIVE 
PROGRAM EDUCATION 



USOE CODE NO{S)" 



DIVISION 02 B^y^NG 
UNIT 



01 



INVENTORY 



TERMOB NO. 



1. 00 CONDITION 



GENERAL STATEMENT OF PERFOI^MANGE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



B4 



ERIC 



MISOE NO. 



PROGHAM DISTRIBUTIVE 



DIVISION 02 T^tTYlNG 
UNIT 01 inventory" 

TERMOB NO. 1-007 ~ 



1.00 CONDITION 



( ) 
< ) 
( ) 
( ) 



1.01 
1.02 
1.03 
1.0 4 



MERCHANDISE 

PEN 

VERBAL OR WRITTEN DIRECTIONS 
LABELS OR TICKETS 



GENERAL STATEME NT OF PERFORMANCE AND RE SULTING OUTCOME 

—) 2:01 MARK DOWN MERCHANDISE EMPLOYING THE FOLLOWING 

OPERATIONS : 



( ) 2.02 CROSS OUT OLD PRICE 

{ ) 2.03 WRITE IN NEW PRICE 

( ) 2.04 ATTACH NEW LABEL OVER OLD 



3.00 EXTENT 



GENERAL STA-lfeMENT OF E XTENT AND EXTENT OF RESULTING OUTCOME 
^ r 3 01 iERCHANDlSE IS MARKED DOWN TO APPROVAL OF BOARD OF 

t J ^'^^ Expert RATERS, to be completed within 30 minutes with 

EACH operation JUDGED AS SATISFACTORY OR UNSATISFAC- 
TORY. 



( ) 
( ) 
( ) 



1.02 old PRICE is ILLEGIBLE AT A GLANCE 

3.03 NEATLY, CORRECT PRICE WRITTEN 

3.04 OLD LABEL IS ILLEGIBLE 
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ERLC 



MISOE NO. 



DISTRIBUTIVE 
PROGRAM RniTrATiQN 



USOE CODE NQ(S)~~V 



DIVISION 02 
UNIT 01 
TERMOB NO. 



BUYING 



INVENTORY 



1-007 



1.00 CONDITION 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



BO 



ERIC 



....... ....^..^......s.,...^. 



MISOE NO. 



PROGRAM DISTRIBUTIVE 

EpUCATION 



DIVISION- 02 BTIYINR 
UNIT 01 ;tNVENTQRY 

TERMOB NO. 



■1-008 



1.00' CONDITION 



1.01 BOXES OF MERCHANDISE, VARIOUS SIZES AND WEIGHTS 

1.02 SHIPPING TAGS OR BILLS OF LADING 
1.03 5 PEN 

1.04 \ SCALE i 

1.05 ^HIPPING INFORMATION 

1.06 TRANSPORTATION AGENCY INFORMATION , j<t 



2 . 00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
•Tl 2.01 SHIP MERCHANDISE EMPLOYING THE FOLLOWING ' 
OPERATIONS : 



( ) 2.02 DETERMINE MODE OF TRANSPORTATION 

( ) 2.0>^ FILL OUT SHIPPING TAG OR BILL OF LADING 

( ) 2.t)4 ATTACH SHIPPING TAG OR BILL OP LADING 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 MERCHANDISE IS SHIPPED TO APPROVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY. 



C ) 3.02 MOST EFFICIENT MODE SELECTED 

( ) 3.0 3 NEATLY, ALL IKFORMAT|tON COMPLETE AI4D CORRECT 
( ) 3.04 SECURELY 



liiiittiMttHiiMiiMiiiiiiiiliii^^ 



MISOE NO., 

DISTRXBUTIVE 

PROGRAM EDUCATION . DIVISION 02 'BUYING 



USOE CODE N0f3) UNIT Ql INVENT6rV" 



TBRMOB NO. 1-008 



1. 00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERLC 



MISOE NO. 



{►ROdRAM DISTRlBqTIVE 
EDUCATION 



DIVISION 02 BUYING 
UNIT ~~ 



01 INVENTORY 



TERMOB NO. 



1.00 CONDITION 



( ) 1.01 STOCKROOM WITR-'ie^ROXIMATELY 200 TYPES OF 

ITEMS STORED ^ 
( ) 1.02 INVENTORY FORMS \ 
( ) 1.03 PEN 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
TT 2701 TAKE INVENTORY EMPLOYING THE FOLLOWING 
OPERATIONS: 



{ ) 2.02 TAKE DOWN STOCK NUMBER 

( ) 2.03 TAKE DOWN ITEM DESCRIPTION 

( ) 2.04 TAKE DOWN QUANTITY 

( ) 2.05 TAKE DOWN CONDITION 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 INVENTORY TAKEN ACCURATELY TO APPROVAL OF BOARD OF 
EXPERT RATERS . TO BE COMPLETED WITHIN 3 HOURS WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATIS- 
FACTORY. 



( ) 3.02 ACCURATELY, NO ERRORS 

( ) 3.0 3 ACCURATELY, NO ERRORS 

{ ) 3.04 ACCURATELY, NO ERRORS 

( ) 3.05 ACCURATELY, NO ERRORS 



MISOE NO.. 

' DISTRIBUTIVE 
PROGRAM EDUCATION DIVISION 02 BUYING 



USOE CODE NO(S) UNIT , qI INVENTORY* 



TERMOB NO. 1-009 



1, 00 CONDITION 



2.00 PERFORrtANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



7U 



ERIC 



MISOE NO. 



PROGRAM DISTRIBUTIVE 



EDUCATION 



DIVISION 02 BUYING 
UNIT 02 NEEDS 

TERMOB NO. I-QIO 



1.00 CONDITION 



( ) 
{ ) 
( ) 



1.01 
1.02 
1.03 



INVENTORY REPORTS, MONTHLY FOR PAST YEAR 
SALES REPORTS, MONTHLY FOR PAST YEAR 
COMPANY INVENTORY POLICIES 



2.00 PERFORMANCE 



GENERAL^ STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

f-) 270l — DETERMINE BUYING NEEDS FOR NEXT MONTH EMPLOYING 

THE FOLLOWING OPERATIONS: 



( ) 2.02 TAKE STOCK OF INVENTORY 

( ) 2.03 TAKE STOCK OF SALES' 

( ) 2.04 CALCULATE "OPEN TO BUY" 

( ) 2.05 DETERMINE BUYING NEEDS 



3.00 EXTENT 



GENERAL STATE MENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

X~] 3~01 BUYING NEEDS ARE DETERMINED TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 2 HOURS 
WITH EACH OPERATION JUDf ED A^ SATISFACTORY OR 
UNSATISFACTORY . 



XI 3702 HOW MUCH OF EACH ITEM ON HAND IS NOTED 

( ) 3.03 - HOW MUCH OP EACH ITEM SOLD IS NOTED 

( ) 3.04 ACCURATELY, NO ERRORS ^^^^.^ 

( ) 3.05, IN ACCORDANCE WITH COMPANY INVENTORY POLICIES 



7i 



ERIC 



DISTRIBUTIVE 
PROGRAM EDUCATION 



USOE CODE NO(S) 



i.OO CONDITION 



MISOE NO. 



DIVISION 



02 



BUYING 



UNIT h Q2 NEEDS 
TERMOB NO. ~~' 



1-010 



2.00 J>EREORMANCE - 

GENERAL STATEMENT OP PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERJC. 
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MISOE NO. 



PROGRAM DISTRIBUTIVE 



EDUCATION 



DIVISION 02 BUYING 
UNIT 02 NEEDS 

TERMOB NO. 



1-011 



1.00 CONDITION 



( ) 1.01 CATALOGS, t>AMPHLETS, SAMPLE MERCHANDISE, LABELS, 

MANUFACTURERS TAGS 
( ) 1.02 PENCIL 
( ) 1.03 PAPER 



2.00 PERFORMANCE 



GENERA L STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

XI 2TOI DETERMINE BEST MERCHANDISE TO BUY EMPLOYING THE 

FOLLOWING OPERATIONS: 



( ) 2.02 COMPARE QUALITY 

( ) 2.03 COMPARE COST 

( ) 2.04 COMPARE DELIVERY TIME 

( ) 2.05 COMPARE SHIPPING CHARGES 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

~) 3701 — BEST MERCHANDISE TO BUY IS SELECTED TO APPROVAL OF 

BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 2, 
HOURS WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY . 



( ) 3.02 QUALITIES COMPARED, VALID JUDGEMENT MADE 

( ) 3.0 3 COSTS COMPARED, VALID JUDGEMENT MADE 

( ) 3.04 DELIVERY TIME COMPARED, VALID JUDGEMENT MADE 

{ ) 3.05 SHIPPING CHARGES COMPARED, VALID JUDGEMENT MADE 



ERIC 
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DISTRIBUTIVE 
PROGRAM EDUCATION 



MISOE MO. 
DIVISION 02 BUYING 



USOE CODE NO(S) 



UNIT 02 NEEDS 

TERMOB NO. 1*011 



X.OO CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



^ q 



ERIC 



MISOE NO. 



DISTRIBUT IVE DIVISION 02 BUYINfl 

EDUCATION ., 



UNIT 03 WTSTNRS.q FOttMS 



TERMOB NO. 1-012 



1.00 CONDITION 



1.01 
1.02 
1.03 
1.04 
1.05 
1.06 



PURCHASE ORDER FILE 

VENDORS' CATALOGS 

BLANK AWARD JUSTIFICATION SHEETS 

REPORT ON BUYING NEEDS 

PEN 

COMPANY BUYING POLICIES 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
Tl 2.01 FILL OUT AWARD JUSTIFICATION SHEET EMPLOYING THE 
FOLLOWING OPERATIONS: 



2.02 FILL OUT HEADING 

2.03 INDICATE BASIS OF AWARD 

2.04 LIST VENDORS 

2.05 LIST ITEMS 

2.06 COMPLETE REMARKS 

2.07 SIGN FORM 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 AWARD JUSTIFICATION SHEET IS FILLED OUT TO APPROVAL 
OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
30 MINUTES WITH EACH OPERATION JUDGiSD AS SATISFACTORY 
OR UNSATISFACTORY. 

TT 3.02 ALL INFORMATION COMPLETE AND CORRECT ' ~~~ 

( ) . 3.03 PRIMARY REASON FOR AWARD IS LISTED 

( ) 3.04 ALL VENDORS CONCERNED 

( ) 3.05 ALL ITEMS TO BE PURCHASED 

( > 3.06 SPECIAL CONSIDERATIONS NOTED 

( ) 3.07 IN CORRECT PLACE 



( t) 



ERIC 



DISTRIBUTIVE 
PROGRAM EDUCATION 

usoE CODE mis) 



1.00 CONDITION 



2.00 PERPOIiMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

v; 



r 

i 

3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



i b 

ERIC 



MISOE NO.. 
DIVISION 02 BUYING 



UNIT n-» BUSINESS Fd 


RMS 






TERMOB NO. i«ni:> 









MISOE NO. 



t 

PROGRAM DISTRIBUTIVE DIVISION 02 BUYING , 

EDUCATIQM - 

y^^,^ B^jglljgSS FORMS 

TERMOB NO. l-nn 



1.00 CONDITION 



1.01 REPORT ON BUYING NEEDS 

1.02 AWARD JUSTIFICATION SHEET 

1.03 VENDORS' CATALOGS 

1.04 BLANK PURCHASE ORDERS 

1.05 PEN 

1.06 COMPANY BUYING POLICIES 



2.00 PEPJFORMANCE 



GE NERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

T) 2701 FILL OUT PURCHASE ORDER EMPLOYING THE FOLLOWING 

OPERATIONS ! 

Tl 2.02 COMPLETE HEADING " ~~ 

( ) 2.03 COMPLETE SHIPPING DATA 
( ) 2.04 LIST ITEMS 
( ) 2.05 LIST PRICES 
( ) 2.06 TOTAL PRICES 
( ) 2.07 SIGN FORM 



3.00 EXTENT 



ERIC 



GENERAL ST ATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
PURCHASE ORDER IS FILLED OUT TO APPROVAL OF BOARD 
OF EXPERT RATERS. TO BE COMPLETED WITHIN 30 MIN- 
UTES WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY . 



( ) 


3.01 


( ) 


3.02 


( ) 


3.03 


( ) 


3.04 


( ) 


3.05 


(. ) 


3.06 


i ) 


3.07 



ALL INFORMATION COMPLETE AND CORRECT 

MOST EFFICIENT METHOD INDICATED, TERMS CLEAR 

ALL ITEMS LISTED ACCURATELY 

ALL PRICES LISTED ACCURATELY 

SUM IS CORRECT 

IN CORRECT PLACE 



ittiUiiiUiitiiiiiiiiii 



MISOE NO., 

DISTRIBUTIVE 

PROGRAM EDUCATION DIVISION 02 BUYING 



usoE CODE m(B) ' 03 business forms 



TERMOB NO. 1~013_ 



1.00 CONDITION 



2.00 PEP-FORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERLC 



MISOE NO. 



PROGilAM nTgTKIBUTIVE 



DIVISION 02 RtlYTNC. 
UNIT 04 PF.POR^S 

TERMOB NO. I»ni4 



1.00 CONDITION 



( ) 1.01 COMPLETE SALES INVENTORY AND BUYING DATA FOR THE 

PAST TWELVE MONTHS 
( ) 1.02 PENCIL 
( ) 1.03 PA?ER 



2.00 PERFORMANCE 



GENERAL STATEME NT OF PERFORMANCE AND RESULTING OUTCOME 

T-J Ol — WR ITE A REPORT ON THE PREVIOUS YEAR'S BUYING 

EFFICIENCY EMPLOYING THE FOLLOWING OPERATIONS i 



{ ) 2.02 

( ) 2.03 

C ) 2.04 

( ) 2.05 



COLLECT MATERIAL 
ORGANIZE MATERIAL 
WRITE REPORT 
EDIT REPORT 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
t ) 3.01 REPORT IS CONCISELY WRITTEN TO APPROVAL OF BOARD OF 
EXPERT RATERS. TO BE COMPLETED WITHIN ONE HOUR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATIS- 
FACTORY. 



( ) 3.02 ALL DATA PERTINENT TO REPORT IS OBTAINED 

( ) 3.0 3 INTO A LOGICAL, ORDERLY PATTERN 

( ) 3.04 NEATLY 

( ) 3.05 INSURING ACCURACY AND CLARITY TO READER 



7U 



ERIC 



MIBOE NO. 



t»XSTHIBUTlVE ^ 

PROGRAM EDUCATION DI\/lSION 02 '^"^^^^ 

USOE CODE NO(S) UNIT o4 ^^'^^'^'^ 

' TERMOB NO. 1-014 




1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



/ 



MtSOK NO. 



PROGRAM DISTRIBUTIVE 
F.nnCATION 



DIVISION 03 .^KT.T.ING 

UNIT 01 MKPHAWICS OF SALES 

TEWlOB NO. 1-015 ~~ 



1.00 CONDITION 



( ) 
( ) 
( ) 



1.01 
1.02 
1.03 



f 



CASH REGISTER 

CASH REGISTER MANUAL 

MONEY 



2.00 PERFORMANCE 



"7^ 



GENERAL STATEMEN T OF PERFORMANCE AND sfesULTING OUTCOME 
■pj ^.01 CASH IN EMPLOYING THE {-OLLDWING OPERATIONS; 



( ) S.(512 COUNT MONEY 

( ) 2.03 PLACE MONEY IN REGI&TER 

( ) 2.04 CLEAR REGISTER 

( ) 2.05 SET DATE 

( ) 2.06 INSTALL RECEIPT TAPE 



3,00 EXTENT 



GENERXl STATEMENT OF EXTENT mi> EXTENT OF RESULTING OUTCOME 
f ) 3.01 CASHING I N ACCOMPLISHED TO APPROVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY . 



) 3.02 ACCURATELY, NO EPJIORS 

) 3.03 IN CORRECT COMPARTMENTS 

) 3.04 PROCEDURE AS OUTLINED IN MANUAL 

) 3.05 TO PRESENT DAY 

) 3.06 PROCEDURE AS OUTLINED IN MANUAL 
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MISOE NO. 



D J ST I' 1 BUT 1 VK 

PROGRAM ftrmr.A'vmii DIVISION 03 SELLING . 

USOE CODE NO(S) UNIT Ql MECHANICS OF SALES 

V ZZIZZIIZZII TBRMOB NO. 1-015 



1.00 CONDITION 



2.00 pb;pformance 

GENERAL STATEMENT OF PERFORMANCE AND RESULTIN G OUTCOME 

\ 

6 



3.00 EXTENT 

r,y.NERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCO^IE 



I' " 




MISOE NO. 



PROGRAM DISTpIBpTIVE 



EDUCATION 



DIVISION 03 ST^T.T.TNfl 



UNIT I 
TERI^B NO, 



01 MKPHANTrfi OF SaT.R.q 



1-016 



1.0 a CONDITION 



1.01 
1.02 
1.Q3 
1.04 
1.05 
1.06 
1.07 



CASHj^GISTER AND MANUAL 
MER'djpNDISE WITH CONTROL TAGS 
SALES SLIPS 
PEN 

CASH MONEY 
BANK CHECK 

WRAPPING MATERIALS OR BAGS 



2.00 

. .. i 

/ 



PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
{ ) 2.01 MAKE A CASH SALE EMPLOYING THE FOLLOWING OPERATIONS; 



2.02 REMOVE INVENTORY CONTROL TAGS 

2.0 3 WRITE UP SALES SLIP 

2.04 ACCEPT CHECK 

2.05 ACCEPT CASH 

2.06 RING UP SALE 

2.07 MAKE CHANGE 

2.08 PRESENT RECEIPT 

2.09 WRAP OR BAG MERCHANDISE 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 CASH SALE ACCOMPLISHED TO APPROVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLETED WITHIN 5 MINUTES 
■ WITH EACH OPERATION JUDGED AS SATISFACTORY OR 

UNSATISFACTORY. 

"Tl 3702 NEATLY, FILED IN CORRECT PLACE, MERCHANDISE NOT 
DAMAGED 

3.0 3 NEATLY, ALL INFORMATION COMPLETE AND CORRECT 

3.04 CHECK FOR CORRECT AMOUNT, PROPER IDENTIFICATION 
PRESENTED 

3.05 SUFFICIENT AMOUNT ACCEPTED, BILL DENOMINATION NOTED 

3.06 PROCEDURE AS OUTLINED IN MANUAL 

3.07 ACCURATELY, NO ERRORS 

3.08 CORRECT COPY OF SALES SLIP PRESENTED 

3.09 NEATLY AND SECURELY 
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MISOE NO. 



DISTRIBUTIVE 

PROGRAM RnnraTTON DIVISION 03 SELLING 

USOE CODE NO(S) UNIT 01 MECHANICS OF SALE^ 

. TERMOB NO. 1-016 ~ 



1.00 CONDITION 




2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 




MISOE NO. 



PROGRAM DISTRIBUTIVE 



EDUCATION 



DIVISION 03 SELLING 

UNIT 01 MECHANICS OF SALES" 

TERMOB NO. 1-017 



1.00 CONDITION 



1.01 CASH REGISTER AND MANUAL 

1.02 MERCHANDISE WITH CONTROL TAGS 

1.03 PEN 

1.04 SALES SLIPS 

1.05 CREDIT CARD 

1.06 IMPRINTER 

1.07 WRAPPING MATERIALS OR BAGS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 MAKE A CREDIT SALE EMPLOYING THE FOLLOWING 
OPERATIONS : 

2702 REMOVE INVENTORY CONTROL TAGS 

( ) 2.03 WRITE UP SALES SLIP 

( i 2.04 ACCEPT CREDIT CARD 

( ) 2.05 IMPRINT SALES SLIP | 

( ) 2.06 RING UP SALE 

( ) 2.07 PRESENT RECEIPT 

( ) 2.08 WRAP OR BAG MERCHANDISE 



3.00 EXTENT 



GENER AL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

X~) 3701 CREDIT SALE ACCOMPLISHED TO APPROVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLETED WITHIN 5 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY . 



3.02 NEATLY, FILED IN CORRECT PLACE 

3.0 3 NEATLY, ALL INFORMATION COMPLETE AND CORRECT 

3.04 CARD NOT EXPIRED 

3.05 PRINTING CORRECTLY ALIGNED, SLIP SIGNED BY CUSTOMER 

3.06 PROCEDURE AS OUTLINED IN MANUAL 

3.07 CORRECT COPY OF SALES SLIP PRESENTED 
3.0 8 NEATLY AND SECURELY 

85 




MISOE NO. 



DISTRIBUTIVE 
OGRAM Ti!nTTr&TTnN 



USOE CODE NO(S) 



D L 

1.00 CONDITION 



DIVISION 03 SELLING 

UNIT 01 MECHANICS OF SALES* 

TERMOB NO. ~ 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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i 



MISOE NO. 



PROGRAM DISTRIBUTIVE 
EDtlGATION 



DIVISION 0 3 SELLING 

UNIT 01 MErHANirs nv sales 

TERMOB NO. 1-018 ~" 



1.00 CONDITION 



1.01 
1.02 
1.03 
1.04 
1.05 
1.06 



CASH REGISTER AND MANUAL 
SALES SLIPS 
DELIVERY TAGS 

MERCHANDISE WITH CONTROL TAGS 
PEN 

TELEPHONE 



2.00 PERFORMANCE 




GENE RAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 MAKE A TELEPHONE SALE TO BE DELIVERED C.O.D. 
EMPLOYING THE FOLLOWING OPERATIONS: 



2.02 CONVERT WORK STATION FOR TASK 

2.03 ANSWER THE PHONE 

2.04 OBTAIN PURCHASE INFORMATION 

2.05 DETERMINE AVAILABILITY OF PRODUCT 

2.06 OBTAIN CUSTOMER INFORMATION 

2.07 WRITE UP SALES SLIP 

2.08 FILL OUT SHIPPING TAG 

2.09 TERMINATE THE TELEPHONE CALL 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

Tl 3701 — TELEPHONE SALE, IS ACCOMPLISHED TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN lO MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY. 



ERIC 



3.02 MATERIALS POSITIONED FOR EFFICIENCY 

3.03 PROMPTLY, POLITELY 

3.04 COMPLETE INFORMATION OBTAINED 

3.05 PRODUCT LOCATED 

3.06 COURTEOUSLY 

3.07 ALL INFORMATION COMPLETE AND CORRECT 
3.0 8 ALL INFORMATION COMPLETE AND CORRECT 
3.09 POLITELY, REPLACING. PHONE GENTLY 
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MISOE NO. 

DISTRIBUTIVE 

PROGRAM y;niTrATTnM DIVISION qS SELLING 



USOE CODE NO(S) UNIT MECHANICS OF SALES 



TERMOB NO. 1~018 

4..OO CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OE PERFORMANCE AND RESULTING OUTCOME 



-3.00 EXTENT 

GENERAL STATEMEN*^ OF EXTENT AND EXTENT OF RESULTING OUTCOME 

ft 

I 
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ERIC 



MISOE NO 



PROGRAM DISTRIBUTIVE 
EDUCATION 



DIVISION 03 SELLING . 

UNIT 01 MECHANICS OF SALES" 

TERMOB NO. 1-0 1» ~ 



1.00 CONDITION 



1.01 
1.02 
1.03 
1.04 
1.05 



T 



MERCHANDISE WITH CONTROL TAGS 
CASH REGISTER AND MANUAL 
SALES SLIPS 
PEN 

CLAIM TAGS 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND R ESULTING OUTCOME 

J-J 2 .01 MAKE A LAYAWAY SALE EMPLOYINcit THE FOLLUWlNCi 

OPERATIONS ; 



( ) 



2.02 REMOVE INVENTORY CONTROL TAGS' 

2.03 WRITE UP SALES SLIE? 

2.04 ACCEPT DEPOSIT 

2.05 RECORD LAYAWAY 

2.06 RING UP SALE 

2.07 PUT CLAIM TAG ON MERCHANDISE 

2.08 TRANSPORT MERCHANDISE TO STORAGE 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTI NG OUTCOME 
f ) 3.0 1 LAYAWAY SA Lfe IS MADE TO APPROVAL OF BOARD OF EXPERT 
RATERS. TO BE COMPLETED WITHIN 15 MINUTES WITH i 
EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY. 



( ) 3.02 NEATLY, FILED IN CORRECT PLACE 

{ ) 3 03 NEATLY, ALL INFORMATION COMPLETE AND CORRECT 

) 3.04 SUFFICIENT AMOUNT ACCEPTED, CORRECTLY RECORDED 

) 3.05 NEATLY, ALL INFORMATION COMPLETE AND CORRECT 

) 3.06 PROCEDURE AS OUTLINED IN MANUAL 

)' 3.07 SECURELY ATTACHED, COPY TO CUSTOMER 

) 3.08 WITHOUT DAMAGING MERCHANDISE 
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ERIC 



n 



MISOE NO.^ 

DISTRIBUTIVE 

PROGRAM EDUCATION DIVISION 03 SELLING 



USOE CODE MO(S)^ "~ UNIT qi MKCHANXCa W bAiJEE 



TERMQB NO. 1-019 



1.00 CONDITION 

/ 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOE NO. 



PROGRAM DISTRIBUTIVE DIVISION 03 SELLING 

F.pttCATION 



UNIT 02 PF.TAIT. STORE 



TERMOB NO. 1-.n2n 



1.00 CONDITION 



( ) 1.01 SMALL' RETAIL STORE 

( ) 1.02 CUSTOMER KNOWS PRODUCT AND BRAND 

( ) 1.03 STORE CARRIES A DIFFERENT BRAND OF SAME PRODUCT 



2.00 PERFORMANCE 



GENERAL STATEMENT OF . PERFORMANCE AND RESULTING OUTCOME 

2701 — SERVICE THE CUSTOMER'S NEEDS (CUSTOMER KNOWS PRODUCT 

AND BRAND) EMPLOYING THE FOLLOWING OPERATIONS: 



2.02 GREET THE CUSTOMER ^ 

2.03 DETERMINE THE CUSTOMER'S NEEDS 

2.04 PRESENT CARRIED BRAND OF PRODUCT 

2.05 OVERCOME OBJECTIONS 

2.06 SUGGEST RELATED MERCHANDISE 

2.07 COMPLETE MECHANICS OF SALE 



3.00 EXTENT 

GENERAL STATEME NT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

fl 3701 — CUSTOMER'S NEEDS ARE SERVICED TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 
-MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY. 



PROMPTLY AND POLITELY 

SUFFICIENT DATA OBTAINED TO IDENTIFY PRODUCT 
SUPERIORITY OP BRAND PRESENTED 
CUSTOMER IS READY TO BUY 
INDICATING FUTURE NEED 
NO ERRORS 



3.02 
3.03 
3.04 
3.05 
3.06 
3.07 



9i 

•J 

er|c 



DISTRIBUTIVE 
PROGRAM EDUCATION 

USOE CODE NO(S) 



1.00 CONDITION 

p 

2.00 PERFORMANCE 

GENERAL STATEMENT OF 



MISOE NO. 



DIVISION 03 SELLING 
UNIT 02 RETAIL STORE 

TERMOB NO. 1,^020 



PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



DIVISION 0 3 SELLING 



UNIT 02 RETAIL STORE 



TERMOB NO. l-Q-Sl 



1.00 CONDITION 

' {' ) 1.01 SMALL RETAIL STORE 
( ) 1.02 CUSTOMER IN A HURRY, KNOWS PRODUCT NOT BRAND 



2.00 PEEFORMANCE 



MISOE NO. 



PROGRAM - DlgTRIBUTIVE 



EDUCATION 



GENERAL STATEMENT OF PERFORMANCE AND RE SULTING OUTCOME 

J-) 2:01 SERVICE THE CUST OMER'S NEEDS (CUSTOMER KNOWS PRODUCT 

NOT BRAND) EMPLOYING THE FOLLOWING OPERATIONS: 



2.02 GREET THE CUSTOMER 

2.03 DETERMINE CUSTOMER'S NEEDS 

2.04 PRESENT VARIOUS BRANDS OF PRODUCT DESIRED 

2.05 SUGGEST RELATED MERCHANDISE 

2.06 COMPLETE MECHANICS OF SALE 



3.00 WENT 



GENERAL STATEMEN T OF EXTENT AND EXTENT OF RESULTING OUTCOME 

TT 3TOI — CUSTOMER *S NEEDS ARE SERVICED TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY . 



3.02 PROMPTLY AND POLITELY 

3.03 SUFFICIENT DATA OBTAINED TO IDENTIFY PRODUCT 

3.04 ALL PERTINENT INFORMATION ABOUT EACH BRAND IS 
PRESENTED . . 

3.05 INDICATING FUTURE NEED 

3.06 NO ERRORS 
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X. 



ERIC 



MISOE NO. 

DISTRIBUTIVE 

PROGRAM EDUCATION DIVISION 03 SELLING 



USOE CODE NO(S) UNIT - 02 RETAIL STORE 



TERMOB NO. 1^021 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



0 



1 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



i 
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MISOE NO 



PROGRAM DTRTRTmTTTVK DIVISION 03 SELLING 

EDUCATION 



UNIT 02 RETAIL STORE 



TERMOB NO. 1-022 



1.00 CONDITION 

( ) 1.01 SMALL RETAIL STORE 

( ) 1.02 CUSTOMER KNOWS FUNCTION OF PRODUCT 

( ) 1.03 ONE OTHER CUSTOMER BEING WAITED ON 



2.00 PERFORMANCE 

^ ^ 1 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
~C1 2701 SERVICE THE CUSTOMER'S NEEDS (CUSTOMER KNOWS FUNCTION 
OF PRODUCT) EMPLOYING THE FOLLOWING OPERATIONS: 

(1 2TTn ACKNOWLEDGE THE CUSTOMER 

( ) 2.03 COMPLETE SALE IN PROGRESS 

( ) 2.04 GREET THE CUSTOMER 

( ) 2.05 DETERMINE THE CUSTOMEJl'S NEEDS 

, ( ) 2.06 PRESENT VARIOUS BRANDS OP PRODUCT 

' ( ) 2.07 OVERCOME OBJECTIONS 

( ) 2.08 SUGGEST RELATED MERCHANDISE 

( ) 2.09 COMPLETE MECHANICS OF SALE 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
T~J 3.01 CUSTOMER'S NEEDS ARE SERVICED TO APPROVAL OF A BOARD 
OF EXPERT RATERS. TO BE COMPLETED WITHIN 30 
MINUTES WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY 

T~5 3T02 PROMPTLY 

( ) 3.03 AS QUICKLY AS POSSIBLE WITHOUT SACRIFICING SERVICE 

( ) 3.04 POLITELY 

( ) 3.05 SUFFICIENT DATA OBTAINED TO IDENTIFY PRODUCT 

( ) 3.06 ALL PERTINENT INFORMATION ABOUT EACH BRAND PRESENTED 

( ) 3.07 WITH HONEST INFORMATION 

( ) 3.08 INDICATING POSSIBLE NEED 

( ) 3.09 NO ERRORS 



ERIC 



DISTRIBUTIVE 
PROGRAM EDUCATION 



USOE CODE NO(S) 



MISOE NO. 



DIVISION 0 3 
UNIT 02 
TERMOB NO. 



SELLING 



RETAIL STORE 



1-022 



1,00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 



MISOE NO. 



PROGRAM niSTRIBUTIVE DIVISION 0 3 SELLING 

EnOCATION . 



UNIT 02 Bp A XL STORE 



TERMOB NO. 1-023 



1.00 CONDITION 

{ ) 1.01 SMALL RETAIL STORE" 

( ) 1.02 IRATE CUSTOMER, DISSATISFIED WITH MERCHANDISE, 

DEMANDING IMMEDIATE ATTENTION 
( ) 1.03 ONE OTHER CUSTOMER BEING WAITED ON 



2.00 PERFORMANCE 



GENERAL ST ATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

■J-) 2701 SERVICE THE CUSTOMER'S NEEDS (CUSTOMER DISSAT I SF I ED 

WITH MERCHANDISE) EMPLOYING THE FOLLOWING OPERATIONS: 



2.02 ACKNOWLEDGE THE CUSTOMER 

2.0 3 CALM CUSTOMER 

2.04 COMPLETE SALE IN PROGRESS 

2.05 GREET THE CUSTOMER 

2.06 DETERMINE CUSTOMER'S COMPLAINT 

2.07 OFFER TO REPLACE MERCHANDISE 
2.0 8 OFFER CREDIT SLIP 

2.09 MAKE CASH REFUND 

2.10 OFFER TO BE OF FUTURE SERVICE 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

T—) TOl CUSTOMER'S NEEDS ARE SATISFIED TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 15 MINUTES 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY. 



3.02 PROMPTLY 

3.03 COURTEOUSLY, CUSTOMER. IS RELAXED 

3.04 AS QUICKLY AS POSSIBLE WITHOUT SACRIFICING SERVICE 

3.05 POLITELY 

3.06 SUFFICIENT DATA OBTAINED TO IDENTIFY SPECIFIC 
COMPLAINT 

3.07 COURTEOUSLY 

3.08 COURTEOUSLY 

3.09 NO ERRORS 

3 . 10 COURTEOUSLY 



MISOE NO. 

DISTRIBUTIVE 

PROGRAM EDUCATION DIVISION o3 SELLING 



USOE CODE NO(S) UNIT 02 RETAIL STORE 



TERMOB NO. 1-023 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE A ND RESULTING OUTCOME 
^5 — : ■ - " 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 
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MISOE NO. 



PROGRAM pT.qTWTRnTIVE 
Knur AT ION 



DIVISION Q3 SELLING 

UNIT 03 B F pARTME MT STORE 

TERMOB NO, 1-p?4 



X,00 CONDITION 



( ) 
( ) 



1.01 
1.02 



DEPARTMENT STORE 
CUSTOMER 



2.00 PERFORMANCE 



GPNERAL STATEMENT OF PERFO RMANCE AND RESULTING OUTCOME 

^ f ^01 SERVICE CUSTOMER EMPLOYING TH E FOLLOWING OPERATIONS 



2.02 GREET CUSTOMER 

2.0 3 DETERMINE CUSTOMER'S NEEDS 

2.04 PRESENT VARIOUS BRANDS OF PRODUCT DESIRED 

2! 05 OVERCOME OBJECTIONS 

2.06 SUGGEST RELATED MERCHANDISE 

2 07 DIRECT CUSTOMER TO CHECKOUT 



3.00 EXTENT 



G ENERAL STATEMENT OF EXT E NT AND EXTENT OF RESULTING OUTCOME 

roTl CUSTOMER IS SERVICED TO APPROVAL OF BOARD OF ^ax E... 

RATERS. TO BE COMPLETED WITHIN 15 MINUTLS WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR 
UNSATISFACTORY. 



( ) 

( ) 

( ) 

( ) 

( ) 

( ) 



3.02 
3.03 
3.04 

3.05 
3.06 
3.07 



PROMPTLY AND POLITELY 

SUFFICIENT DATA OBTAINED TO IDENTIFY PRODUCT 
ALL PERTINENT INFORMATION ABOUT EACH BRAND IS 
PRESENTED 

WITH HONEST INFORMATION 
INDICATING E*UTURE NEED 
COURTEOUSLY 
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MISOE NO. 



DISTRIBUTIVE 
PROGRAM EDUCATION 



OSOE CODE NO(S) 



DIVISION ^03 SELLING 

UNIT 03 bEPARTMfeMT 5TUkr 

TERMOB NO. 



1-024 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



IDl) 



ERIC 



MISOE NO. 



PROGRAM DISTRIBUTIVE DIVISION 03 SELLING 

EDUCATIOH 

' UNIT 03 DEPARTMENT STORE 

TERMOB NO. . 1-025 



1.00 CONDITION 



( ) 1.01 DEPARTMENT STORE 

( ) 1.02 IRATE CUSTOMER DISSATISFIED WITH MERCHANDISE 



2.00 PERFORMANCE 



GENERAL ST ATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

J~) ITOl SERVICE CUSTOMER (DISSATISFIED WITH MERCHANDISE) 

EMPLOYING THE FOLLOWING OPERATIONS: ' 



( ) 2.02 GREET CUSTOMER 
( ) 2.03 CALM CUSTOMER 

( ) 2.04 DIRECT CUSTOMER TO COMPLAINT OR RETURN DEPARTMENT 



3.00 EXTENT 



GENERA L STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

TT 370l CUSTOMER IS SERVICED TO APPROVAL OF BOARD OF EXPERT 

RATERS. TO BE COMPLETED WITHIN 15 MINUTES WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



T~) 3702 PROMPTLY AND POLITELY 

( ) 3.0 3 COURTEOUSLY, CUSTOMER IS RELAXED 

( ) 3.04 COURTEOUSLY 



P 
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ERIC 



DIVISION 03 SELLING 

UNIT 03 DEPARTMEliT STORE 

TERMOB NO. 1-Q25 

1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OE' PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

^ GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 

• - 



DISTRIBUTIVE 
PROGRAM T:minATTQM 



USOE CODE NO(S) 



MISOE NO. 



PROGRAM DISTRIBUTIVE 



EDUCATION 



DIVISION 03 SELLING 
UtllT 04 personal" 

TERMOB NO. 1-026 



1.00 CONDITION 



( ) 1.01 RESIDENTIAL DOOR TO DOOR 
( ) 1.02 HOUSEWIFE 



2.00 PERFORMANCE 



GENERAL ST ATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 



2.01 



SELL PRODUCT (DOOR TO DOOR) TO POTENTIAL CUSTOMER 
Ef4PL0YING THE FOLLOWING OPERATIONS: 



( ) 2.02 GREET CUSTOMER 

( ) 2.0 3 GET CUSTOMER'S ATTENTION 

( ) 2.04 DEMONSTRATE PRODUCT 

C ) 2.05 OVERCOME OBJECTIONS 

( ) 2.06 COMPLETE MECHANICS OF SALES 

( ) 2.0 7 CREATE RETURN SITUATION 



3.00 EXTENT 



GENERAL STATEMENT O F EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3 01 PRODUCT SOLD TO APPROVAL OF BOARD OF EXPERT RATERS, 
TO BE COMPLETED WITHIN 30 MINUTES WITH EACH 
OPERATION JUDGED AS SATISE^ACTORY OR UNSATISFACTORY, 



1 ^5702 

) 3.03 

) 3.04 

) 3.05 

) 3.06 

) 3.07 



POLITELY 

CUSTOMER IS GIVING UNDIVIDED ATTENTION 
ALL PERTINENT INFORMATION II' PRESENTED 
CUSTOMER IS READY TO BUY 
NO ERRORS 

POLITELY, BUSINESS CARD OFFERED 
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ERIC 



MISOE NO. 



DISTRIBUTIVE 
PROGRAM EppCATION 



USOE CODE NO(S) 



DIVISION 



UNIT 



03 



SELLING 



04 



PERSONAL 



TERMOB NO. 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESUL TING OUTCOME 



1U4 



ERIC 



-^t-"- 



0 



MtSOE NO. 



PROGRAM DISTRIBUTIVE 
EDUCATION 



UNIT 04 '"NQW-STORE, 

TERMOB NO. 1-^n?.7 ~ 



1.00 CONDITION 



( ) 1.01 BUSINESS BUYER 

( 1.02 IN BUYER' 3 OFFICE 

C ) 1.0 3 HAVE APPOINTMENT 



2.00 PEPFOPi-lAKGE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
^ 2.01 SELL PRODUCT (WITH APPOINTMENT) TO POTENTIAL CUSTOMER 



( ) 



( ) 
( ) 
{ ) 
( ) 
( ) 



EMPLOYING THE FOLLOWING OPERATIONS: 



2.02 GREET CUSTOMER 

2.0 3 GET CUSTOMER'S ATTENTION 

2.04 DEMONSTRATE PRODUCT 

2.05 OVERCOME OBJECTIONS 

2.06 COMPLETE MECHANICS OF SALE 

2.07 CREATE RETURN SITUATION 



3.00 



E^CTENT 



ERIC 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

( ) 3 ^1 PRODUCT SOLD TO APPROVAL OF BOARD OF EXPERT RATERS, 

' ) TO BE COMPLETED WITHIN 30 MINUTES WITH EACH 

OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY 



( ) 
( ) 
( ) 
( ) 
( ) 
( ) 



3.02 POLITELY 

3.0 3 CUSTOMER IS GIVING UNDIVIDED ATTENTION 

3.04 ALL PERTINENT INFORMATION IS PRESENTED 

3.0 5 CUSTOMER IS PJEADY TO BUY 

3.06 NO ERRORS 

3.07 POLITELY, BUSINESS CARD OFFERED 
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MISOE NO. 

DISTRIBUTIVE 

PROGRAM EDUCATION DIVISION 03 SELLING 



OSOE CODE NQCS) UNIT 04 NON-STORE 



TERMOB NO. 1-027 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3 . 00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



1U6 

ERIC 



MISOE NO. 



PROGRAM ii-t^qTRIRtlTIVE 



DIVISION 03 ■'^ET.T.IMG 
UNIT 04 
TERMOB NO. 



NON-STORE 



1-028 



1.00 CONDITION 



( ) 



1.01 

1.02 



C ) l.o: 



BUSINESS IBUYER 
IN BUYER'S OPH^ICE 
NO APPOINTMENT 



2.00 PERFORMMJCE 



GENERAL S TATEMENT OF PERF0RMM4CE AND RESULTING OUTCOME 
{ ) 2.01 SELL PRODUCT (WITH NO APPOINTMENT) TO POTENTIAL 
CUSTOMER EMPLOYING THE FOLLOWING OPEPJITIONS : 



C ) 



C ) 



2.02 
2.0 3 
2.04 
2.05 
2.06 
2.07 
2.08 



^GREET SECRETARY 

CONVEY TO SECRETARY THE IMPORTANCE OF YOUR VISIT 
GREET CUSTOMER 
GET CUSTOMER'S ATTENTION 
DEMONSTRATE PRODUCT 
OVERCOME^B JECT ION S 
COMPLETE MECHANICS OF SALE 



C ) 2.09 CREATE REPEAT 



SITUATION 



3.00 EXTENT 



GENEJtAL STATEME NT OF EXTENT At-ID EXTENT OF RESULTING O UTCOME 
( ) 3 01 PRODUCT SOLD TO APPROVAL OP BOARD OF EXPERT F!ATERS, 
TO BE COMPLETED WITHIN 1 HOUR WITH EACH OPERATION 
JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



^■Cr^fTOI CHEERFULLY 

C ) 3.0 3 WITHOUT ALIENATING HER 

( ) 3.04 POLITELY 

i } 3.05 CUSTOMER IS GIVING UNDIVIDED ATTENTION 

i \ 3.06 ALL PERTINENT INFOPMATION IS PRESENTED 

C ) 3.Q7 CUSTOMER IS READY TO BUY 

f 1 3.0 8 NO ERRORS 

K } 3.09 POLITELY, BUSItiESS CARD OFFERED 



ERIC 



iU7 



MISOE NO. 



DISTPIBUTIVE 
PROGRAM KntltlATTOM 



USOE CODE NO{S) 



DIVISION 03 
UNIT 04 
TERMOB NO. 



SELLING 



NON-STORE 



.l- 0 2 f< . 



1.00 CONDITION 



2,00 PERFORMAtlCE 

GENERAL STATEMENT OF PEREQRMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 



. ............ ... ..... ........ ^ .^...^.^ ...v..^.....^^...^^.^^^.^...^..^...^^^^..^:.^^ 



MISOE NO* 



PROGRAM DISTRIBUTIVE 
EDUCATION . 



DIVISION 0 3 SELLING 

UNIT 05 NKW BUSINESS 

TERMOB NO. 



1-Q29 



1.00 CONDITION 
( ) 1.01 



( ) 
( ) 
( ) 



1.02 
1.03 
1.04 



MAP OF URBAN OR SUBURBAN BUSINESS AREA WITH LOCATIONS 
AVAILABLE FOR RENT OR SALE MARKED 
INFORMATION ABOUT PUBLIC TRANSPORTATION ROUTES 
INFORMATION ABOUT PARKING FACILITIES 

TEXTS OF INTERVIEWS WITH LOCAL PROPRIETORS CONCERNING 
BUSINESS VOLUMES 



2.00 PEPPORI-IANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.01 DETERMINE BEST LOCATIONS FOR NEW RETAIL BUSINESS 
EMPLOYING THE FOLLOWING OPERATIONS : 



2.02 COMPARE ACTUAL COSTS • 

2.03 COMPARE REAL ESTATE VALUES ' 

2.04 COMPARE ACCESSIBILITY, TO PUBLIC TRANSPORTATION 

2.05 COMPARE AVAILABILITY &F PARKING 
2.06" COMPARE CUSTOMER TRAFFIC 



3.00 EXTENT 



GENER AL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
J-) 37oi BEST LOCATION FOR NEW BUSINESS IS DETERMINED TO 

APPROVAL OF BOARD OF EXPERT RATERS L TD BE COMPLETED 
WITHIN 2 HOURS WITH EACH OPERATION' JUp_GED AS SATIS- 
FACTORY OR UNSATISFACTORY. ^ , 

"fl 3702 ACTUAL COSTS COMPARED, VALID JUDGEMENT MADE 
{ ) 3.0 3 REAL ESTATE' VALUES COMPARED, VALID JUDGEM'ENT MADE 
( ) 3.04 ACCESSIBILITY TO PUBLIC TRANSPORTATION COMPARED, VALID 
JUDGEMENT f4ADE 

( ) 3,05 AVAILABILITY OF PARKING COMPARED, VALID JUDGEMENT MADE 
( ) 3.06 CUSTOMER TRAFFIC COMPARED, VALID JUPfiRMENT MADE 
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DISTRIBUTIVE 
PROGRAM EDUCATION 



USOE CODE N01S) 



1.00 CONDITION 



.00 PERFORMANCE 



MISOE NO- 



DIVISION 03 SELLING 

UNlf 05 NEW BUSINESS 



TERMbB NO. 1-029 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 
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■I 



MISOE NO. 



PROGRAM nTf^TPTmiTTVE DIVISION 03 RFiTJ i TNG 



TERMOB NO. i-n:^n 



1.00 CONDITION 
( ) 1.01 



FLOOR" PLAN OF EMPTY STORE, GIVING DIMENSIONS, WINDOWS 
AND ELECTRICITY AVAILABLE 
( ) 1.02 GRAPH PAPER 
( ) 1.0 3 PENCIL 
( ) 1.04 RULER 



2.00 P ERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AN D RESULTING OUTCOME 

—) 2.01 DESIGN A RETAI L STORE FACILITY EMPLOYING THE FOLLOWING 

OPERATIONS : " 



2.02 LAY OUT AISLES 

2.0 3 LAY OUT DISPLAYS 

2.0 4 PLACE IMPULSE GOODS 

2.05 PLACE CONVENIENCE GOODS 

2.06 PLACE LUXURY GOODS 



3.00 EXTENT 



GENERAL STATEMENT O F EXTENT AND EXTENT OF RESULTING OUTCOME 

Yl 3 01 RETAIL STORE F ACILITY IS DESIGNED TO APPROVAL OF 

* BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 2 

HOURS WITH EACH OPERATION JUDGED AS SATISFACTORY 

OR UNSATISFACTORY. 



( ) 3.02 



( ) 
( ) 
( ) 



3.03 
3.04 
3.05 



( ) 3,06 



AISLES DIRECT CUSTOMER TRAFFIC ACCORDING TO MER- 
CHANDISE GROUPINGS 



DISPLAYS WILL NOT INTERRUPT TRAFFIC 



IMPULSe'gOODS near entrance, RELATED GOODS NEARBY 
CONVENIENCE GOODS LESS CONSPICUOUS, RELATED GOODS 
NEARBTf- 

LUXURY GOODS ON MAIN J^ISLE, RELATED GOODS NEARBY 



ERIC 



ill 



MISOE NO. 



DISTRIBUTIVE 

PROGRAM RnrirATTrnvf DIVISION 03 SELLING 

USOE CODE NO (S) UNIT 05 NEW BUSINEgg 

HmZZIZZZ TERMOB NO. 1-Q3Q 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL~STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3,00 EXTENT 

GENERAL STATEMENT OF EXTENT AI^D EXTENT OF RESULTING OUTCOME 
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MISOE NO. 



PROGRAM nTfiTWTBTTTTVF. " DIVISION 03 _gSLLIMG 



UNIT 05 ^F.W RTTSINESS 



TERMOB NO. 1^0:^1 



1.00 CONDITION 



( ) 1.01 NEW RETAIL BUSINESS 
( ) i;02 PENCIL 
( ) 1.0 3 PAPER 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

Yl 2~01 — WRITE A PAMPHLET DESCRIBING FINANCIAL SERVICES AND 

ADVANTAGES OF A NEW BUSINESS DIRECTED AT POTENTIAL 
CUSTOMERS EMPLOYING THE -FOLLOWING OPERATIONS 



"n 2.02 STATE SERVICES 
{ ) 2.03 EXPLAIN MECHANICS OF SERVICES 
( ) 2.04 STATE ADVANTAGES 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING^ OUTCOME 

T-) 3.01 PAMP HLET IS CONVINCING, INFORMATION IS HONEST AND NOT 

MISLEADING TO APPROVAL OF BOARD OF EXPERT RATERS. TO 
BE COMPLETED WITHIN 2 HOURS WITH EACH OPERATION JUDGED 
AS SATISFACTORY OR UNSATISFACTORY. 



( ) 3.02 ALL SERVICES STATED 

t I 1 03 MF.rHANTn.q are explained simply and FULLY 
( ) 3.04 BY COMPARING WITH SIMILAR SERVICES, ALL ADVANTAGES 
STATED 
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ERIC 



MISOE NO. 



DISTRIBUTIVE 
PROGRAM EDUCATION 



USOE CODE NO{S) 



1.00 CONDITION 



DIVISION 03 SELLING 

UNIT 05 NEW BUSINESS 

TERMOB NO. 1-031 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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ERIC 



MISOE NO, 



PROGRAM DlgTRIBUTIVE 



DIVISION 03 fiFlLLING 

UNIT 05 WF.W RITglNESS 

TERMOB NO. 



1-n32 



1.00 CONDITION. 



( ) 1.0^ NEW RETAIL BUSINESS 
( ) l.O'Z PENCIL 
C ) 1.03 PAPER 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

Tl 2701 WRITE A PAMPHLET DESCRIBING CUSTOMER SERVICES AND 

ADVANTAGES OF A NEW BUSINESS DIRECTED AT POTENTIAL 
CUSTOMERS EMPLOYING THE FOLLOWING OPERATIONS: 



( ) 2.02 STATE SERVICES 

( ) 2.0 3 EXPLAIN MECHANICS OF SERVICES 
( ) 2.04 STATE ADVANTAGES 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCO ME 

( j 3.01 PAMPHLET IS CONVINCING, INFORMATION IS HONEST AND 

NOT MISLEADING TO APPROVAL OF BOARD OF EXPERT RATERS, 
TO BE COMPLETED WITHIN 2 HOURS WITH EACH OPERATION 
JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



{ ) 3.02 ALL SERVICES STATED 

( ) 3.03 MECHANICS ARE EXPLAINED SIMPLY AND FULLY 

( ) 3.04 BY COMPARING WITH SIMILAR SERVICES, ALL ADVANTAGES 



ERIC 
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DISTRIBUTIVE 
PROGRAM I^DTTCATleN 

USOE CODE NO(S) 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



lie ' 

ERIC 



MISOE NO. 



DIVISION 03 SELLING 
UNIT 05 NEW BUSINESS 

TERMOB NO. 1-032 



MISOE NO. 



PROGRAM DISTRIBUTIVE DIVISION 03 SELLING 



EDUC ATION 

— ~ — UNIT 05 NEW Business 



TERMOB NO. 1-033 



1.00 CONDITION 



( ) 1.01 CREDIT APPLICATION CONTAINING PERSONAL REFERENCES, 
EARNING CAPACITY AND LIST OF OTHER CREDITORS OF 
APPLICANT 

C ) 1.02 PENCIL 

( )• 1.03 PAPER 

( ) 1.04 TELEPHONE 

( ) 1.05 TELEPHONE BOOK % 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
j-^ — 2.01 MAKE A CREDIT INVESTIG ATION ^MPLO>-£NS-^HE FOLLOWING 
OPERATIONS: 



( ) 
( ) 
( ) 



i t^VESTIGAT E A PP L IC AbJ'f ' g OUAMCTfek 



2.02 

2.03 INVESTIGATE APPLICANT'S EARNING CAPACITY 

2.04 INVESTIGATE APPLICANTS' HABITS OF PAYMENT 

H 



EXTENT 



GENERAL STATEMENT O F EXTENT AND EXTENT OF RESULTING OUTCOME 
T"" ) 3 01 CREDIT INVESTIGATION IS COMPLETED TO APPROVAL OF BOARD 
OF EXPERT RATERS. TO BE COMPLETED WITHIN 2 HOURS WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFAC- 
TORY . 

( ) 3 .^2 SUFFICIE NT DATA TO JUDGE APPLICANT'S CHARACTER IS 
OBTAINED 

( ) 3 03 APPLiraUT'S EARNING CAPACITY IS KNOWN 
( ) 3! 04 SUFFICIENT DATA TO JUDGE APPLICANT'S CHARACTER IS 
OBTAINED 
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I 



DISTRIBUTIVE 
PROGRAM F.ntTCATION 



USOE CODE NO(S) 



1,00 CONDITION 



MISOE NO. 



DIVISION 03 SELLING 
UNIT 

TERMOB NO. 



05 NEW BUSINESS 



1-Q33 



2.-00 PERFORMAIiCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 
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MISOE NO. 



PI«>GRAM rjISTRIBOTIVE 



1.00 CONDITION 



1.01 
1.02 
1.03 
1.04 
1.05 



DIVISION 0 3 -qF.LT.iNr. 

UNIT 06 HntTfiKKF.EPXNCr 

TERMOB NO. 1-ni4 



SHELVING OR DISPLAY CASE 
CLEANING MATERIALS 
PRICE BOOK 
MARKING MATERIALS 
NEW STOCK 



2.00 PEPJFORMANCE 



GE NERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
J—) 2.01 CLEAN MERCHANDISE SECTION EMPLOYING THE FOLLOWING 
OPERATIONS : 



) 2.02 FACE OF SHELVES 

) 2.03 DUST SHELVES AND MERCHANDISE 

) 2.04 CHECK PRICES ON MERCHANDISE 

) 2.05 REMOVE DAMAGED ITEMS 

) 2.06 FILL SHELVES WITH NEW MERCHANDISE 



3.00 EXTENT 



GENERAL STA TEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 — MERCHANDISE SECTION CLEANED TO APPROVAL OF BOARD OF 
EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFAC- 
TORY. 



) 3.02 — MERCHANDISE STACKED NEATLY, BROUGHT TO FRONT OF SHELF 

) 3.0 3 COMPLETELY 

) 3.04 PRICES ARE CORRECT, INCORRECT PRICES CHANGED 

) 3.05 ALL DAMAGED ITEMS REMOVED 

) 3.06 NEW MERCHANDISE NEATLY STACKED, PROPERLY PRICED 
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MISOE NO. 

DISTRIBUTIVE 

PROGRAM EDUCATION DIVISION 03 SELLING 



USOE CODE NO{S) UNIT 06 HOUSEKEEPING 



TERMOB NO. 1-034 



1.00 CONDITION 



2. .00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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V 



MISOE NO. 



PROGRAM nTSTRIBHTIVE 



DIVISION 04 flnVF.RTISING 
UNIT 01 DISPLAYS ~~ 

TERMOB NO. 1-03^ 



1.00 CONDITION 



( ) 
( ) 



1.01 
1.02 
1.03 
1.04 
1.05 
1.06 



SMALL RETAIL STORE 
DEPARTMENT STORE 
SUPERMARKET 

MANUFACTURER'S DISPLAY KIT 
DISPLAY KIT DIRECTIONS 

HAND TOOLS NECESSARY FOR CONSTRUCTION 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 
( ) 2.0 1 POSITION DISPLAY IN STORE EMPLOYING THE FULLOWING 
OPERATIONS : 



-{—) 2.02 CONSTRUCT DISPLAY 
( ) 2.03 POSITION DISPLAY IN STORE 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

Tl 3.01 DISPLAY IS POS ITIONED IN STORE TO APPROVAL OF BOARD 

OF EXPERT RATERS. TO BE COMPLETED WITHIN 2 HOURS 
WITH EACH OPERATION JUDGED AS SATISFACTORY OR UNSATIS- 
FACTORY. 



1 ) d.o T IN ACCORD ANCE WITH PIRECTIONS, DISPLAY IS UNDAMAGED 
C ) 3.03 FOR MAXIMUM EFFECTIVE EXPOSURE WITHOUT OBSTRUCTING 
TRAFFIC 



ERIC 




MISOE NO. 



DISTRIBUTIVE 
PROGRAM EDUCATXOM 



usoE.coDE mi&y 



1.00 CONDITION 



DIVISION 04 ADVERTISING 
UNIT 01 'gIB PLAYS 

TERMOB NO. 1-035 



2-00 PERFORMANCE ' ( 

GENERAL STATEMENT OP PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 



GENERAL STATEImENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ff 



1 P •> 
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MISOE NO. 



PROGRAM nrSTRIRUTIVE 



F.nnr.ATiON 



DIVISION 04 ftnyF.PTiSING 
UNIT 01 nTRPT.AYS 

TERMOB NO. _1-nifi 



1.00 CONDITION 
( ) 1.01 



1.02 
1.03 
1.04 
1.05 
1.06 



UNUSED WINDOW DISPLAY SPACE APPROXIMATELY 4 FEET 

B Y 12 FEET ' 

MWJNEQtTlNS 

ASSORTMENT OF WINDOW DISPLAY PROPS 
ASSORTMENT OF WINDOW DISPLAY DECORATIONS 
MERCHANDISE (SHOES ^ CLOTHING, GIFTS OR OTHER) 
ANY NECESSARY HAND TOOLS 



2.00 



•ERFORMANCE 



GENERAL STATEMENT OF P ERFORMANCE AND RES ULTING OUTCOME 

—) 2701 MAKE A WINDOW DISPLAY EMPLOYING THE FOLLOWING 

OPERATIONS: 



( ) 

( ) 

( ) 

( ) 

( ) 



2.02 DRESS MANNEQUINS 

2.03 POSITION MANNEQUINS 

2.04 POSITION ^>ROP& 

2.05 POSITION DECORATIONS 

2.06 POSITION MERCHANDISE 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

_ — WINDOW DISPLAY IS MADE AND IS APPEALING TO APPROVAL 

OF BOARD OF EXPERT RATERS. TO BE COMPLETED WITHIN 
3 HOURS WITH EACH OPERATION JUDGED AS SATISFACTORY 
OR UNSATISFACTORY. 



X02 CLOTHING DOES NOT "CL ASH", PROPERLY PINNED TO FORM 

3*03 GRACEFUL POSITIONS, EVENLY SPACED 

3*04 EVENLY SPACED, PROPS DO NOT "UP-STAGE" MERCHANDISE 
3! 05 NEATLY, EVENLY SPACED, DISPLAY IS NOT CLUTTERED 
3.06 FOR EFFECTIVE EXPOSURE 



er|c * 
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MISOE NO. 



DISTRIBUTIVE 

PROGRAM RnnraTTOM . DIVISION 04 ADVERTISING 



USOE CODE miS) ~ UNIT Ql DISPLAYS 



TERMOB NO. 1-036 



1. 00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



u 
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MISOE N0% 



f 



PRDGRAM DISTRIBUTIVE DIVISION 04 ADVERTISING 

EDUCATION .. 

• ' UNIT 01 DISPLAYS 



TERMOB NO. 1-037 

I 

jl.OO CONDITION 

( ) 1.01 PRODUCT TO ADVERTISE 

( ) "l.02 'small retail STORE 

( ) 1.03 PENCIL . 

( ) 1.04 PAPER 



2.00 PERFORMANCE 



GENERAL STATEME NT OF PERFORMANCE AND RESULTING OUTCOME 

-f-5 2701 LAY OUT A POSTER TO ADVERTISE A PRODUCT FOR THE STO RE 

V7IND0W EMPLOYING THE FOLLOWING OPERATIONS: 

2702 LAY OUT PICTURE 

2.0 3 LAY OUT PRINT 

2.04 LAY OUT DESIGN 

2.05 INDICATE COLORS 



( ) 
( ) 
( ) 



3.00 EXTENT 



GENERAL ST ATEMENT OF EXTENT /AND EXTENT OF RESULTING OUTCOME j 

( ) ITOl POSTER IS LAID OUT TO APPROVAL OF BOARD OF EXPERT 

RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFAC- 
TORY . 

-fl 3702 PICTURE is SIMPLE, DOES NOT DETRACT FROM PRINT 

( ) 3.0 3 PRINT IS TO THE POINT, READABLE AT A GLANCE 
( ) 3^4 DESIGN IS SIMPLE, DOES NOT DETRACT FROM POINT 
( y 3.05 COLORS ARE APPEALING TO THE EYE 



12b 



ERIC 



MISOE NO. 



DISTRIBUTIVE 
PROGRAM EDUCATION 

USOE CODE NO(S) 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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DIVISION 04 ADVERTISING 
UNIT 01 DISPLAYS 

TERMOB NO. 1-037 



1 



MISOE NO. 



PROGRAM niSTRlRtiTIVE 



KnnnATiON 



i 

I DIVISION 04 AnVKPTTSTMH 
^UNIT 



02 MASS MEDIA 



iTERMOB NO. 



1-038 



1.00 CONDITION 



( ) 


• 1.01 


( ) 


1.02 


f ) 


— rrair- 


{ ) 


1.04 


( ) 


1.05 


( ) 


1,06 


( ) 


1.07 


< ) 


1.08 



25 ADVERTISEMENTS INCLUDING BUT NOT LIMITED TO: 
TAPES OF RADIO "SPOTS" 

-TAPE S OF TELEVISI ON-"^PQTS-^ 

MAGAZINE PAGES 
NEWSPAPER PAGES 
TELEPHONE BOOK YELLOW PAGES 
OUTSIDE BILLBOARDS 
PROFESSIONAL TRADE JOURNALS 



2.00 PERFORMANCE 



GENERAL ST ATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

T) 2.01 DISTINGUISH BETWEEN THE TWO MAJOR TYPES OF 

ADVERTISING EMPLOYING THE FOLLOWING OPERATIONS 



( ) 
( ) 



2.02 INDICATE PRODUCT ADVERTISEMENTS 

2.03 INDICATE INSTITUTION ADVERTISEMENTS 



3.00 EXTENT 

V, 0 



GENERAL STATEMENT OF. EXTENT AND EXTENT OF RESULTING OUTCOME , 
( ) 3.01 — TWO TYPES OF ADVERTISING ARE DISTINGUISHED TO 

APPROVAL OF BOARD OF EXPERT RATERS. TO BE COM- 
PLETED WITHIN 30 MINUTES WITH EACH OPERATION JUDGED 
AS SATISFACTORY OR UNSATISFACTORY. 

XI 3.02 ALL ADVERTISING PRIMARILY DESIGNED TO MAKE POTENT lAL 

CUSTOMERS AWARE OF A PRODUCT AND THEIR NEED FOR IT 
( ) 3.03 ALL ADVERTISING PRIMARILY DESIGNED TO KEEP THE 

PUBLIC CONSCIOUS OF A COMPANY AND AWARE OF ITS GOOD 
REPUTATION 



127 



o 

ERIC 



MISOE NO. 



DISTRIBUTIVE 

PROGRAM RDTTPaTTnTJ DIVISION 04 ADVERTISING 

USOE CODE NO(S) UNIT 02 MASS MEDIA 



TERMOB NO. 1-038 



l.OC CONDITION 



2.00 PERFORMMICE 

GENERAL STATEMENT OF PERFORMANCE AND' RESULTING OUTCOME 



3.00 EXTENT 

GENERAL ST AT EMENT OF EXTENT AND E XTE NT OF RESULTING OUTCOME 



128 



ERIC 



MISOE NO. 



PROGRAM DISTRIBUTIVE DIVISION 04 ADVERTISING 

EDUCATION . 



UNIT 02 MASS MEDIA 



TERMOB NO. 1-039 



1.00 CONDITION 



( ) 1.01 PRODUCT TO ADVERTISE 
( ) 1.02 PENCIIi 

t"^ tvO^ — PAPESr — 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

■J-^ 2.01. WRITE A 30 SECOND T.V. "SPOT" EMPLOYING THE FOLLOWING 

OPERATIONS: 

j^jg^ SELLING POINTS OF PRODUCT 
( ) 2.03 WRITE TEXT OF "SPOT" 
( ) 2.04 WRITE MOTION DIRECTIONS OF SPOT 



3.00 EXTENT 



GENERAL STATEM ENT OF EXTENT AND EXTENT OF RESULTING' OUTCOME 

T-J OI — T.V. ''spot" IS WRITTEN TO APPROVAL OF BOARD OF EXPERT 

RATERS. TO BE COMPLETED WIxKIN 2 HOURS WITH EACH 
OPERATION JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



( ) 3.02 ALL POINTS LISTED 

( ) 3.03 "SPOT" PROVIDES DESCRIPTION OF PRODUCT'S USEFULNESS, 
ABDTJSES INTEPJIST AND CREATP.S A DESIRE FOR OVJNERSHIP 

( ) 3.04 MOTION CO-ORDINATES WITH SCRIPT, PRODUCT NAME IS 

EMPHASIZED WITH PRINT, PRODUCT BEING USED OR RESULTS 
OF PRODUCT BEING USED IS SHOWN 
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MISOE NO. 



DISTRIBUTIVE 
PROGRAM yinTTrATTON 



USOE CODE NO(S) 



DIVISION ' 0 4 ADVERTISING 
UNIT 02 MASS MEDIA 

TBRMOB NO. 1-03^ 



1.00 CONDITION 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EX|CENT 

GENERAL STATEMENT OF E X TENT AND EXTENT OF RESULTING OUTCOME 

f 
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MISOE NO 



PROGRAM pT.QTRIBUTIVE 
EDUCATION 



DIVISION 04 
UNIT 02 
TERMOB NO. 



X.OO CONDITION 



( ) 1.01 PRODUCT TO 2UDVERTISE 
( ) 1.02 PENCIL 
C ) 1.03 PAPER 



2.00 PERFORMANCE 



GENERAL STAT EMENT OF PERFORMANCE AND RESULTING OUTCOME 

Yl Ol — WRITE A 15 SECOND RADIO "SPOT" EMi^LUiflNG THE 

FOLLOWING OPERATIONS: 



Tl 2T02 LIST SELLING POINTS OF PRODUCT- 
( ) 2.03 WRITE TEXT OF "SPOT" 



3.00 EXTENT 



GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 

T-] JTOI — RADIO "SPOT" IS WRITTEN TO APPROVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATISFAC* 
TORY. ^ 



( ) 3.02 ALL POINTS' LISTED 

( ) 3.03 "SPOT" PROVIDES DESCRIPTION OP PRODUCT 



USEFULNESS , 



AROtlffES INTEREST AND CREATES A DESIRE FOR OWI^ERSHIP 
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Lti&'mthmiVE 

PROGRAM EDUCATION 



USOE CODE m(B) 



MISOE NO. 



DIVISION 04 
UNIT 02 
TERMOB NO. 



ADVERTISING 



MASS MEDIA 



1-040 



1.00 CONDITION 



2.00 PERFORMANCE 

CaiEPAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME . 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



□ 



0 
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MISOE NO. 



PROGRAM . DISTRIBUTIVE 
EDUCATION 



DIVISION 04 
UNIT 02 
TERMOB NO. 



ADVERTISING 



MASS MEDIA 



1-Q41 



1.00 CONDITION 



( ) 
( ) 



1.01 
1.02 

( ) 1.04 TEXT FOR FLYER 



PRODUCT TO ADVERTISE 
PENCIL 

^'APER ' 



2.00 PERFORMANCE 



GENE RAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 

LAY OUT A "FLYER" TO BE MASS MAILED EMPLOYING THF 



( ) 2.01 



FOLLOWING OPERATIONS: 



2.02 LAY OUT PICTURE 

2.0 3 LAY OUT HEADLINE 

2.04 LAY OUT TEXT 

2. 05 LAY OUT DESIGN 

2.06 INDICATE COLORS 



3.00 EXTENT 



GENER AL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
( ) 3.01 ''FLYER'' IS LAID OUT TO APPROVAL OF BOARD OF EXPERT 

RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH EACH OPER- 
ATION JUDGED AS SATISFACTORY OR UNSATISFACTORY. 



( ) 3.02 PICTURE IS SIMPLE AND APPEIUjING 

( ) 3.03 HEADLINE IS TO THE POINT AND ATTENTION GETTING 

( ) 3.04 TEXT IS LEGIBLE » PRINT NOT TOO SMALL 

( ) 3.05 DESIGN IS SIMPLE, DOES NOT DETRACT FROM POINT 

( ) 3.06 COLORS ARE APPEALING TO THE EYE 




MISOE NO. 



DISTRIBUTIVE 

PROGRAM EDUCATION DIVISION 04 ADVERTISING 

USOE CODE MO(S) • UNIT 02 MASS MEDIA^ 

o 

ZZZ^IZZZHl TBRMOB NO. 1-041 



1.00 CONDITION 



2.00 PERFORMANCE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STi^TEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 
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MISOE NO. 



PROGRAM DTSiTRIBUTIVE 

EDUCATION 



DIVISION 04 
UNiT 02 
TERMOB NO. 




AnVE^TISING 



MASS MEDIA 



■ 1-042 



1.00 CONDITION 



{ ) 1.01 PRODUCT TO ADVERTISE 
( ) 1.02 PENCIL 

( ) — r703 — PAPER — ^ 



2.00 PERFORMANCE 



GENERAL STATEMENT OF PERF OHMMICE AND RESULTING OUTCOME 

f-J ^.01 DE SIGN A 3 COLUMN *3 INCH DISPLAY AD FOR r NEWSFAPER 

EMPLOYING THE FOLLOWING OPERATIONS: 



2.02" 

2.03 

2.04 

2.05 

2.06 

2.07 



LIST SELLINR POINTS OF PRODUCT 

LAY OUT HEADLINE 

LAY OUT PICTURE 

LAY OUT (TEXT 

LAY OUT IIdESIGN 

INDICATE COLOR 



3.00 EXTENT 



GENERAL STATEMENT OP EXT ENT AND EXTENT OF RESULTING OUTCOM E 
( ) 3.01" newspaper ' AD IS LAID OUT TO APPROVAL OF BOARD OF 

EXPERT RATERS. TO BE COMPLETED WITHIN 1 HOUR WITH 
EACH OPERATION JUDGED AS SATISFACTORY OR UNSATIS- 
FACTORY . 



TT~"3.02 ALL POINTS LISTED 

3.03 HEADLINE IS TO THE POINT AND ATTENTION GETTING 

( ! 3.04 PICTURE IS SIMPLE, DOES NOT DETRACT FROM POINT 

( ) 3.05 TEXT IS LEGIBLE, NOT TOO SMALL, AROUSES INTEREST 

AND CREATES A DESIRE 

( ) 3.06 DESIGN IS SIMPLE, DOES NOT DISTRACT FROM POINT 

( ) 3.07 COLORS ARE APPEALING TO THE EYE 



ERIC 



130 



DISTRIBUTIVE 
PROGRAM gnnrATTON 



USOE CODE NO(S) 




MISOE NO. 



DIVISION 04 ADVERTISING 
UNIT 



02 MASS MEDIA 



TERMOB NO ^^ -y 1-042 



2.00 PERPORMAircE 

GENERAL STATEMENT OF PERFORMANCE AND RESULTING OUTCOME 



3.00 EXTENT 

GENERAL STATEMENT OF EXTENT AND EXTENT OF RESULTING OUTCOME 



ERIC 
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Table T-4 Additional TERMOB Performance Statements 



This form is provided for the addition of TERMOB performance 
statements to ensure more complete coverage of your program. Please 
provide a comprehensive performemce statement (coded 2.01 on each 
TEKMOB) for each area of deficiency that you have identified. 

The performance statement need only be listed identified by 
the division and unit numbers of the deficient areas; the conditions 
and extents will be incorporated later, 

1, Division Performance Statement^ 

Unit . ' 



2, Division ^ Performance Statement 

Unit 



3, Divii^ion ' Performance Statement 

Unit . 



4, Division Performance Statement 

Unit 



4 ' ' 

5. Division Perfoinnance Statement 



Unit 



6. Division Perfortnzmce Statement 

Unit . 



Division 
Unit 



Perfomanee Statement 




Division Performance Statement 

Unit 

c. 



Division Performance Statement 

Unit 



Division Performeuice Statement 



Division Performance Statement 

Unit 



Division Performance Statement 

Unit 



Division Performance Statement 

Unit 



T-94 
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Table T-4 (Cont'd) Additional TERMOB Performance Statements 



This form xs provided for the addition of TERMOB performance 
statements to ensure more complete coverage of your program. Please 
provide a comprehensive performance statement (coded 2.01 on each 
TERMOB) for each area of deficiency that you have identified. 

The performance, statement need only be listed identified by 
the division and unit nuinbers of the deficient areas; the conditions 
and extents will be incorporated later. 



8. Division^ 
O^ixt 



Performance Statement 



9. Division^ 
Unit 



Performance Statement 



10. Division^ 
Unit 



Performance Statement 



11 • Divisidn^ 
Unit 



4- 



Perifprittande Statement 



12. Division^ 
Unit 



Pearfbrmance Statement 



13. Division^ 
Unit 



Performance Statement 



Unit 



9. Division 



Unit 



10. Division 



Unit 



11* Division 



Unit 



12* Division 



Unit 



13 • Division 

. . - % 

Unit 



14* Division 



Unit 



Perfonumice Statement 



Performance Statement 



Performance Statement 



Performance Statement 



Performance Statement 



Performance Statement 



T-95 
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PROGRAMS 

TERMOB NO . 

1-001 

1-002 

1-003 

1-004 

1-005 

1-006 

1-007 

1-008 

1-009 

1-010 

1-011 

1-012 

1-013 

1-014 • 

1-015 

1-016 

1-017 

1-018 

1-019 

1-020 

1-021 

1-022 
1-023 



ERIC 



1-024 
1-025 



14i 

INDEX OF TERMOB STATEMENTS 
DISTRIBUTIVE EDUCATION 

APPLY FOR A JOB 

PREPARE A PERSONAL RESUME 

INTERVIEW FOR A JOB 

RECEIVE MERCHANDISE 

MARK MfeRCHANDISE 

MARK UP MERCHANDISE 

MARK DOWN MERCHANDISE 

SHIP MERCHANDISE 

TAKE INVENTORY 

DETERMINE BUYING NEEDS 

DETERMINE BEST MERCHANDISE TO BUY « 

FILL OUT AWARD JUSTIFICATION SHEET 

FILL OUT PURCHASE ORDER 

WRITE A REPORT 

CASH IN 

MAKE A CASH SALE 

MAKE A CREDIT SALE 

MAKE A TELEPHONE SALE 

MAKE A LAYAWAY SALE 

SERVICE THE CUSTOMER'S NEEDS 
(CUSTOMER KNOWS PRODUCT AND BRAND) 

SERVICE THE CUSTOMER'S NEEDS 
(CUSTOMER IN A HURRY, KNOWS PRODUCT 
NOT BRAND) 

SERVICE THE CUSTOMER'S NEEDS 
(CUSTOMER KNOWS FUNCTION OF PRODUCT) 

SERVICE THE CUSTOMER'S NEEDS 
(IRATE CUSTOMER, DISSATISFIED WITH 
MERCHANDISE, DEMANDING IMMEDIATE 
ATTENTION) 

SERVICE CUSTOMER 

SERVICE CUSTOMER (DISSATISFIED WITH 



PAGE 
T-10 
T-12 
T-14 
T-16 
T-18 
T-20 
T-22 
T-24 
T-26 

-T--28 
T-30 
T-32 
T-34 
T-36 
T-38 
T-40 
T-42 
T-44 
T-46 
T-48 

T-50 

T-52 
T-S4 



T-56 
T-58 



MtaiMlWiliiiiliiM 



1-006 MARK UP MERCHANDISE " ^ T-20 

1-007 MARK DOWN MERCHANDISE T-22 

1-008 SKIP MERCHANDISE T-24 

1-009 TAKE INVENTORY - * T-26 

1-010 DETERMINE BUYING NEEDS T-28 

1-011 DETERMINE BEST MERCHANDISE TO BUY T-30 

1-012 FILL OUT AWARD JUSTIFICATION SHEET T-32 

1-013 FILL OUT PUliCHASE ORDER T-34 

1-014 WRITE A REPORT T-36 

1-015 CASH IN ^"38 

1-016 MAKE A CASH SALE ' T-40 

1-017 MAKE A CREDIT SALE T-42 

1-018 MAKE A TELEPHONE SALE T-44 

1-019 MAKE A LAYAWAY SALE T-46 

1-020 SERVICE THE CUSTOMER'S NEEDS ^ T-48 

(CUSTOMER KNOWS PRODUCT AND BRAND) 

1-021 SERVICE THE CUSTOMER'S NEEDS T-50 

(CUSTOMER IN A HURRY, KNOWS PRODUCT 
NOT BRAND) 

1-022 SERVICE THE CUSTOMER'S NEEDS T-52 

(CUSTOMER KNOWS FUNCTION OF PRODUCT) 

1-023 SERVICE THE. CUSTOMER'S NEEDS T-54 

(IRATE CUSTOMER, DISSATISFIED WITH 
MERCHANDISE, DEMANDING IMMEDIATE 
ATTENTION) 

1-024 SERVICE CUSTOMER T-56 

1-025 SERVICE CUSTOMER (DISSATISFIED WITH T-58 

MERCHANDISE) 

1-026 SELL PRODUCT (DOOR TO DOOR) T-60 

1-027 SELL PRODUCT (IN BUYER'S OFFICE T-62 

WITH APPOINTMENT) 

142 

T-96 
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INDEX OF TERMOB STATEMENTS 



PROGRAM: 
TERMOB NO . 
1-028 

1-029 

1-030 
1-031 

1-032 

1-033 
1-034 
1-035 
1-036 
1-037 

1-038 

1-039 
1-040 
1-041 
1-042 



DISTRIBUTIVE EDUCATION 



SELL PRODUCT (WITH NO APPOINTMENT) " 
TO POTENTIAL CUSTOMER 

DETERMINE BEST LOCATIONS FOR NEW 
RETAIL BUSINESS 

DESIGN A RETAIL STORE FACILITY 

WRITE A PAMPHLET DESCRIBING FINANCIAL 
SERVICES AND ADVANTAGES OF A NEW 
BUSINESS 

WRITE A PAMPHLET DESCRIBING CUSTOMER 
SERVICES AND ADVANTAGES OF .A NEW 
BUSINESS 

MAKE A CREDIT INVESTIGATION 

CLEAN MERCHANDISE SECTION 

POSITION DISPLAY 

MAKE A WINDOW DISPLAY 

LAY OUT A POSTER TO ADVERTISE A 
PRODUCT FOR THE STORE WINDOW 

DISTINGUISH BETWEEN THE TWO MAJOR 
TYPES OF ADVERTISING 

WRITE A 30-SECOND T.V. "SPOT" 

WRITE A 15-SECOND RADIO "SPOT" 

LAY OUT A "FLYER" TO BE MASS MAILED 

DESIGN A 3 COLUMN 3 INCH DISPLAY AD 
FOR A NEWSPAPER 



PAGE 
T-64 

T-66 

T-68 
T-70 

T-72 

T-74 
T-76 
T-78 
T-80 
T-82 

T-84 

T-86 
T-88 
T-90 
T-92 
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